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Read and Study these Pages Carefully 
The Purpose of this Book 


Dear Girls and Boys: 


This book is not intended to teach you how to write— 
you are now entering the Senior Grade, and have already 
learned to write with some degree of skill, all the letters of 
the Alphabet, both small and capital, and the figures. You 
are also able to write words, sentences, and stories, and can 
work large problems in Arithmetic. If you learned the 
MacLean Method of Muscular Movement Writing while in 
the lower grades, you are now able to write a fairly rapid, 
legible hand, in a free and easy manner; you sit in a good 
healthful posture, and use a free forearm muscular move- 
ment. Your fingers do not “wiggle” when you write, but 
with the muscular pad of the forearm resting on the desk, 
the muscles of the upper arm and shoulder push and pull 


and rotate the pen with rhythmic control. 


The purpose of this Writing Manual is to lead you in 
an interesting and instructive manner along the road of ad- 
vancement in Writing, where you will meet many old friends, 
possibly dressed a little differently, some wearing new 


clothes, and the great majority of them, like yourself, a 


A Letter from the Author 


little older and more learned-looking. The Author sincerely 
hopes you will like the new friends to whom he introduces 
you, and that during the year you will become very inti- 
mate with them, and remain close friends throughout the 
rest of your life. At the same time let us not forget that 
the old friends are very often the best friends, and so we 
shall spend a good deal of time in enlarging our knowledge 
of, and becoming better acquainted with them, for they, too, 
must become our life companions. 

If you are a finger movement writer, do not hesitate to 
drop that method and adopt the suggestions offered in this 
Manual. Your work at first will be crude, but do not lose 
heart. You have plenty of time in which to learn Muscular 
Movement Writing—the only method taught in all business 
colleges, where penmanship is a specialty and is taught by 
experts. 

You will soon have completed your school course, and, 
very shortly, will be entering upon your life work. This 
book is intended #o give you the preparation needed in pen- 
manship. Your writing this year should show a great deal 
of improvement over that of last year; just as you will be 
able to do more difficult problems in Arithmetic, and to do 
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them more rapidly; to make a better drawing; to swim 
farther and faster; to play a better game of ball—in short, 
to be more expert in any line of activity. 

You should learn this year to write with greater freedom, 
at a greater speed, and to produce a more finished form, for 
these are the present demands of the business world, Per- 
haps you will not become a skilled penman, but you should 
be moving in that direction. Do not forget that the Move- 
ment drills are only a means to an end, which is automatic 


Muscular Movement Writing. 


Do not expect that you will have no difficulties in your 
Writing lessons. You will have difficulties in Arithmetic, 
Drawing, Spelling, and other subjects. Remember the old 
saying, “If at first you don’t succeed, try, try again.” Use 
Muscular Movement Writing in all your work, for only in 


that way can you hope to obtain the best results. 


The writing in this book is not’ intended as a perfect 
model in penmanship. All the work contained herein is 
Muscular Movement Writing just as it came from the pen— 
an ordinary pen, such as you will be using. The copies 
were then photo-engraved and printed as you see them. 
They are not perfect but are sufficiently good to be used as 
a model for your practice, and represent a style of writing 
most eagerly sought for in the business world to-day, for 


it is legible, rapid, and easily executed. 
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The course outlined in this Manual is not experimental, 
but has been worked out through many years of experience, 
and contains only suggestions and exercises which have been 
tried out with pupils of your age, and which have proved 
satisfactory. 

Wishing you every success in your effort to become a 


good writer, 


Yours for better writing, 


P. S. Your teacher will find this book a valuable aid 
in instructing you in the art of Writing, as the work is 
graded in a systematic way. The lessons are so arranged, 
and instructions so clearly given, that by studying and 
following these instructions you will need very little help 


from your teacher. 


“~ 


Try hard to win a MacLean Method Writing Certificate 
at the end of the year—and also help to win the High Hon- 
our Diploma for your class and teacher. This means that 
the writing of your class must be at least a little better 
than that of any other class of the same grade in the whole 


Province. 


— 


—— 


SE 


- 


e 


order that you, your teacher and the Author may be 
see how much you are improving in your work, write 
three specimen pages in your best Muscular Move- 
tyle. Keep one for yourself. Put it away in some 
ce at home, so that you will know where to find it 
du want it. Give the other two to your teacher, who 
them for future reference. When your examination 
facLean Method Writing Certificate is sent in at the 
the year, one of these copies will be attached, so that 
see just how much improvement you have made. 


each of these pages write your name, age and grade 
irst line; skip a line and write name of school, city, 
1, province and date; skip a line and write name of 
icher. Now skip three lines and write a copy of all 
_ small letters, and figures; skip another line, and 
e following paragraph: “This is a specimen of my 
ting. Iam now commencing my Course in the Senior 
of the MacLean Method of Muscular Movement 
, which has for its aim the acquiring of a legible, 
iniform, easy style of penmanship. This page was 
in minutes and——...——-seconds.” 


writing ‘es page use good pen, good ink, and good 
Keep an accurate record of the time. 


HOW TO USE THIS BOOK. 


d all instructions carefully and thoughtfully. Study 
tographs and exercises as you would study your 
and model before commencing a new piece of work 
al Training, or as you would scan carefully the 
your cooking lesson, and then follow these instruc- 
efully. Be patient and persevere and your success 


1ot use this as a copybook. The old-style copybook 
prove successful in teaching people to write freely, 
and in a healthful posture. Perfect forms, the 
of the engraver’s skill, were placed before us, and we 
» the page realizing that we could never hope to 
hat standard of proficiency in our writing. As well 


-« we have been placed before a beautiful, highly fin- 


, = WHAT TO DO FIRST. ished automobile and asked to make one like it. The 
. 


making of such is a very complicated and difficult process, 
and we must learn it step by step. That is the principle 
followed in the work of this Manual—to teach you general 
principles of good movement in Writing—to show you how 
this movement can be applied in the building up and placing 
together of units in letter, word, and sentence formation. 


So let us emphasize again: Read the directions, study 
the photographs, examine carefully the drills and exercises, 
analyze letters and words and compare them critically with 
your own work. The order of the drills and lessons has been 
prepared after a great deal of careful study, and you should 
follow it closely. 


Above all things, use the forearm muscular movement, 
for you can never become a good penman if you depend 
upon the small muscles which propel the pen in what is 
commonly known as Finger Movement Writing. If you 
have not succeeded in eliminating this finger motion, do your 
best this year and you will be more than gratified with the 
results. 


WHY TRY TO BECOME A GOOD PENMAN? 


It is not an easy thing for any of us to bring our writing 
up to a high standard, and we are quite justified in asking 
the above question. Let us try to answer it for you. 


The first reason we shall give is this: We use our pens 
to express our thoughts in a social or in a business way, and 
we owe it to the people who read our letters that our writing 
should be legible and pleasing i in appearance. This is surely 
just as Seta as it is to “say” it nicely if we were talking 

ef We would feel very much 
e mistakes in Grammar or in 
t as important that our Writing 


Again, it is a great satisfaction to be able to write 
rapidly and well, and not feel that we have to riake apolo- 
gies for our writing. To be a poor penman is no evidence 
at all of greatness, but is one of the greatest handicaps a 
young person can have. 


Perhaps the most important of all reasons, and the one 
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them more rapidly; to make a better drawing; to swim 
farther and faster; to play a better game of ball—in short, 
to be more expert in any line of activity. 

You should learn this year to write with greater freedom, 
at a greater speed, and to produce a more finished form, for 
these are the present demands of the business world, Per- 
haps you will not become a skilled penman, but you should 
be moving in that direction. Do not forget that the Move- 
ment drills are only a means to an end, which is automatic 
Muscular Movement Writing. 

Do not expect that you will have no difficulties in your 
Writing lessons. You will have difficulties in Arithmetic, 
Drawing, Spelling, and other subjects. Remember the old 
saying, “If at first you don’t succeed, try, try again.” Use 
Muscular Movement Writing in all your work, for only in 
that way can you hope to obtain the best results. 

The writing in this book is not’ intended as a perfect 
model in penmanship. All the work contained herein is 
Muscular Movement Writing just as it came from the pen— 
an ordinary pen, such as you will be using. ‘The copies 
were then photo-engraved and printed as you see them. 
They are not perfect but are sufficiently good to be used as 
a model for your practice, and represent a style of writing 
most eagerly sought for in the business world to-day, for 


it is legible, rapid, and easily executed. 
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The course outlined in this Manual is not experim~— 


but has been worked out through many years of e 


and contains only suggestions and exercises which hay 
tried out with pupils of your age, and which have } 
satisfactory. 

Wishing you every success in your effort to bec 
good writer, 


Yours for better writing, 


P. S. Your teacher will find this book a valuak: 
in instructing you in the art of Writing, as the 
graded in a systematic way. The lessons are so ar® 
and instructions so clearly given, that by studyis 
following these instructions you will need very li 


from your teacher. 


Try hard to win a MacLean Method Writing C 
at the end of the year—and also help to win the Hi; 
our Diploma for your class and teacher. This me 
the writing of your class must be at least a littl 
than that of any other class of the same grade in t Fy 


Province, 


MacLean Method High Honour Diploma—Size 15 inches by 20 inches 
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WHAT TO DO FIRST. 


In order that you, your teacher and the Author may be 
able to see how much you are improving in your work, write 
to-day three specimen pages in your best Muscular Move- 
ment style. Keep one for yourself. Put it away in some 
safe place at home, so that you will know where to find it 
when you want it. Give the other two to your teacher, who 
will file them for future reference. When your examination 
for a MacLean Method Writing Certificate is sent in at the 
end of the year, one of these copies will be attached, so that 
we can see just how much improvement you have made. 


On each of these pages write your name, age and grade 
on the first line; skip a line and write name of school, city, 
or town, province and date; skip a line and write name of 
your teacher. Now skip three lines and write a copy of all 
capitals, small letters, and figures; skip another line, and 
write the following paragraph: “This is a specimen of my 
best writing. I am now commencing my Course in the Senior 
Manual of the MacLean Method of Muscular Movement 
Writing, which has for its aim the acquiring of a legible, 
rapid, uniform, easy style of penmanship. This page was 
Writtenema—— minutes and——... seconds.” 


In writing this page use good pen, good ink, and good 
paper. Keep an accurate record of the time. 


HOW TO USE THIS BOOK. 
e 


Read all instructions carefully and thoughtfully. Study 
the photographs and exercises as you would study your 
drawing and model before commencing a new piece of work 
in Manual Training, or as you would scan carefully the 
recipe in your cooking lesson, and then follow these instruc- 
tions carefully. Be patient and persevere and your success 
is assured. 


/ Do not use this as a copybook. The old-style copybook 
did not prove successful in teaching people to write freely, 
rapidly, and in a healthful posture. Perfect forms, the 
product of the engraver’s skill, were placed before us, and we 
filled up the page realizing that we could never hope to 
attain that standard of proficiency in our writing. As well 
might we have been placed before a beautiful, highly fin- 


ished automobile and asked to make one like it. The 
making of such is a very complicated and difficult process, 
and we must learn it step by step. That is the principle 
followed in the work of this Manual—to teach you general 
principles of good movement in Writing—to show you how 
this movement can be applied in the building up and placing 
together of units in letter, word, and sentence formation. 


So let us emphasize again: Read the directions, study 
the photographs, examine carefully the drills and exercises, 
analyze letters and words and compare them critically with 
your own work. The order of the drills and lessons has been 
prepared after a great deal of careful study, and you should 
follow it closely. 


Above all things, use the forearm muscular movement, 
for you can never become a good penman if you depend 
upon the small muscles which propel the pen in what is 
commonly known as Finger Movement Writing. If you 
have not succeeded in eliminating this finger motion, do your 
best this year and you will be more than gratified with the 
results. 


WHY TRY TO BECOME A GOOD PENMAN?. 


It is not an easy thing for any of us to bring our writing 
up to a high standard, and we are quite justified in asking 
the above question. Let us try to answer it for you. 


The first reason we shall give is this: We use our pens 
to express our thoughts in a social or in a business way, and 
we owe it to the people who read our letters that our writing 
should be legible and pleasing in appearance. This is surely 
just as important as it is to “say” it nicely if we were talking 
i writi We would feel very much 
e mistakes in Grammar or in 
t as important that our Writing 


Spelling, and 


Again, it is a great satisfaction to be able to write 
rapidly and well, and not feel that we have to riake apolo- 
gies for our writing. To be a poor penman is no evidence 
at all of greatness, but is one of the greatest handicaps a 
young person can have. 


Perhaps the most important of all reasons, and the one 
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that may appeal to you the most, is the fact that, otker 
things being equal, the young man or young woman who 
- makes the most rapid advancement in the business world of 
today is the good penman. Heads of business firms, depart- 
ment stores, banks, telegraph companies, etc., all tell us over 
and over again that they reject many applicants merely on 
account of their poor handwriting, and that good writers 
receive rapid promotion. 


I think we shall all agree then, that it is worth while to 
make an effort to bring our penmanship up to a high stan- 
dard, for no matter what our vocation in life, it will be one 
of our strongest assets. 


WHAT IS GOOD WRITING? 


Now we must ask ourselves the question “What con- 
stitutes good writing?” Whether we consider this question 
from the social or business standpoint the answer is the 
same. 


(1) Legibility. We cannot hope to be much of a success 
in the social or business world if we do not speak audibly 
and clearly—and it is even more of a handicap if our writing 
cannot be read. 

(2) Uniformity. Letters should be uniform in size, slant, 
and spacing. 

(3) Rapidity. In professional and business life we must 
be able to write rapidly and still keep our writing legible 
and uniform. This is where finger movement fails, as has 
been proven conclusively in High Schools, in Universities, 
and in Business. 


(4) Ease. We must adopt a method which will enable 


us to write, even for hours at a time, without strain or 


“Writer’s Cramp.” This is accomplished by using the large 
muscles of the upper arm and shoulder, as taught in this 


Manual. 
Keep in mind, then, these essentials of good writing: 
Legibility, Uniformity, Rapidity, and Ease. 


HOW TO BECOME A GOOD PENMAN. 


You have, no doubt, decided to do your best to become 
a good penman. If so, you are on the first step of the stairs 
leading up to good penmanship. There is no elevator. 


The first step we shall call Desire. The next step is 
Good Materials—you must use a good pen, good ink, and 
good paper. You must assume a good, healthful Position, 
which is the next step, and adopt the correct method of 
Penholding. That is the fourth step. You must use a free, 
gliding Muscular Movement, which is the next step. The 
sixth step is Study. You must study just as hard as you do 
in Drawing, Arithmetic, or Music. Study closely the pic- 
tures, movement drills, figures, letters, words and sentences 
in this Manual, and then take the next step, Practice. This 
is perhaps the most important step of all, for just as Desire 
and Study would never train you to become a good tennis 
or hockey player, or a good musician, so you must fail to 
become a good penman if you do not practise—and practise 
thoughtfully and systematically. A little practice each day 
is better than much one day and then none for several days; 
just as it is wiser to eat and sleep each day, than to try to 
store up enough one day to last us for the next two or three. 


A good plan is to commence all your writing with move- 
ment drill just to “warm up,” as you have a little “work-out” 
before commencing your game of basket-ball or hockey. 
Keep good form constantly in mind, and try to make it 
with the proper movement. Have your Manual close at 
hand and refer to it often. 


Form the habit of criticizing your own work and rem- 
edying the defects. Give yourself plenty of room, assume a 
good position and use good materials. Always make sure 
that your paper is held on the proper slant, and be surc to 
use Muscular Movement in all your written work—not in 
the writing lesson only. You have everything to gain and 
nothing to lose. 


Some of these steps are slippery, and you must be care- 
ful not to slide nor fall. Fortunately for you there is a 
strong railing which you can grasp at any time, in fact most 
of us have to hold on to it all the way up. You will notice 
it is Patience and Perseverance. 


Sw ae 
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length, properly shaped, light and well-balanced. Do not, 
under any circumstances, use one with a small or slippery 
base, for that tends to produce gripping, and unnecessary 
muscular tension. 


USE OF A FOUNTAIN PEN. 


Much of the writing done in the business world is done 
with a fountain pen. It is very convenient and saves time. 
It is not satisfactory for your practice in writing because 
(1) The use of it tends to develop a heavy touch. (2) Many 
of them are not well balanced, being small at the base and 
large at the top, and rather heavy, especially when filled 
with ink. If you learn to write well with No. 2 steel pen 
nib and wooden holder, you will be able later to do satis- 
factory work with a coarse pen or a fountain pen if you 
wish. 


GOOD PAPER. 


For your practice work use a good quality of paper. It 
will pay you in the long run. Lines about three-eighths of 
an inch apart should be faintly ruled. The paper may be 
used in single sheets or in foolscap style about 8 inches 
wide and not more than 10 to 11 inches long. If longer than 
this it takes up too much room on your desk. A writing 
pad or writing blank book containing good paper may also 
be used. If the latter plan is adopted it will be easier for 
you to keep a systematic record of your work, and you can 
see at a glance what improvement you are making. 


INK. 


Use also a good quality of ink. It should be a good 
color and free-flowing; a good blue-black is perhaps the most 
satisfactory. The ink-well should always be kept covered 
when not in use. This keeps out the dust and prevents 
thickening due to evaporation. 


~~ 


PROPER POSITION. 


So much of your school work now consists of writing 
and figuring that it is very important for you to assume at 
all times a position that is healthful, and one which will 
allow for the greatest freedom in writing. We cannot em- 
phasize this too much—and you must not feel annoyed if 
your teacher constantly reminds you of the necessity of your 
maintaining a good position in all your work. 


THE POSITION OF THE BODY. 
It is indeed fortunate for us that the most healthful 


Study now, very carefully, Figure 4. You will notice 
both feet placed flat upon the floor, thus supporting the 
weight of the legs. The feet should be a little distance apart, 
the left foot slightly in advance of the right, thus leaving the 
right side of the body free. Do not push the feet back under 
the seat, as this tends to throw the body forward, putting 
the weight upon the arms; nor should you push them out 
in front, as the body is then not well balanced, nor is the 
right arm free, and the eyes are too far away from the pa- 
per. The lower and upper part of the right leg should form 
a right angle under the knee, but the back should be kept 


Figure 1 Figure 2 


position is also the best position for Muscular Movement 
Writing. Finger movement writing, on the other hand, en- 
courages writing with depressed chests, rounded shoulders, 
and eyes too close to the paper. The front edge of your 
chair or seat should be in the same vertical line as the edge 
of your desk, or possibly two or three inches ahead of it— 
that is under your desk. This will allow you to assume an 
upright square front position, so that the organs of respira- 
tion and digestion can perform their duties efficiently. 


= ae 


Figure 3 Figure 4 


straight. The body should lean slightly forward from the 
hips. Notice in the picture that the back does not touch 
the seat, nor does the clothing touch the desk in front. The 
head is erect, the shoulders well back, and the chest extend- 
ed, to allow for deep breathing, so that a plentiful supply of 
oxygen can be brought to the lungs. The elbows are fairly 
close to the sides—about the width of the palm of the hand. 
See Figures 2 and 3. Notice that the forearm forms a right 
angle with the upper arm. 


Mal 
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Note the position of the arms and the paper 


The left elbow should be on the 
desk and the left hand on the up- 
per left-hand corner of the paper 
or book. This serves the double 
purpose of holding the book in 
place, and of supporting the upper 
part of the body. Never allow 
your left elbow to move off the 
desk, or the left shoulder will 
droop. The shoulders should al- 
ways be kept on the same level 
(see Figure 2). 


Some of the very best penmen 
keep their right elbow off the 
desk, and some keep it on. It is 
a question of comfort and free- 
dom. Perhaps the better plan is 
to keep the elbow slightly off, and 
allow the muscular pad just in 
front of the elbow to rest on the 
front of the desk near the right- 
hand corner. If you adopt this 
plan you must be very careful not 
to pull back your right arm as oe 
you write down the page, for there Be ~ 
is no muscular pad on or near 
your wrist to support the arm. 


Always keep the same part of 
your arm (the muscular pad) on 
the edge of the desk, and move 
your paper up or down, to the left or to the right, instead of 
moving your right arm. The wrist of the right arm should be 
raised. Do not let it drag on the desk or paper, for that 
interferes with free motion. The only parts of the right arm 
to touch the paper or desk are the muscular pad of the fore- 
_arm, and the finger tips, or finger nails of the fourth and 
fifth fingers. 


12 


Study this diagram carefully 


Down strokes 


coming to the 
centre of body 


Fig. 5 
The wrist should not be flat, for this position obstructs 
the view of the pen point, and the head must be bent to the 
left in order to see what you are writing. Instead, the 
wrist should be turned very slightly towards the right. 

If your desk will not allow you to assume this healthful, 
square front position, it may be necessary for you to turn 
your body slightly towards the left; but if you do so, do not 
allow your left shoulder to droop. 


THE CLOTHING FOR THE RIGHT ARM. 


In order to allow for the greatest possible freedom for 
the muscles of the right arm, tight clothing should not be 
worn. You will find that you can do better writing if your 
arm is bare from the elbow down (see Figure 6). Do not try 
to write with a thick or tight-fitting sleeve. Remove brace- 
lets or anything that will interfere with a free, easy motion. 


Figure 6 


POSITION OF THE PAPER ON THE DESK. 


The paper on which you write should be placed at an 
angle, and a little to the right of the centre of your desk, 
Study again Figure 5. If you are using the square front 
position for the body, the paper should be placed so that the 
lines on it are parallel to a line drawn diagonally on your 
desk from the lower left-hand to the upper right-hand cor- 
ner, as shown in Figure 5. If your arm is properly placed 


upon the desk you will now find as you swing it from left 
to right and vice versa, that the point of the pen will move 
along the ruled line of the paper. See Drill No. 1, page 18. 
You should endeavor to keep the line of your forearm nearly 
parallel at all times to the right and left sides of your paper 
—that is, at right angles to the ruled lines. 


If you do this and make all your down strokes midway 
between your eyes, and towards the centre of your body, 
your writing will always be on the proper slant. If you 
should make these down strokes towards your left eye and 
left shoulder your writing will have too much slant. If you 
make the down strokes towards the right eye or right shoul- 
der you will be writing backhand. This is a strain upon the 
eyes both for writing and reading, and so should be avoided. 


MOVING THE PAPER. 


The paper must be moved towards the left as you pro- 
ceed across the line, and away from you as you proceed 
down the page. This moving is done with the left hand. The 
position of the right arm should not be changed. This will 
be explained more fully later on in the Manual. 


Figure 7 
PEN HOLDING. 


The holding of the pen might seem at first glance to be 
a mere detail; so might the holding of the bow in playing 
the violin, or the holding of the pencil or brush in drawing 
or painting; yet good violinists and good artists will tell 
you that these things are very important indeed. So in 
writing, the proper holding of the pen is essential to good 
work, for it determines very largely the quality and slant 
of lines, and ease in writing. 
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To see exactly how you should hold your penholder, try 
the following plan: Let your right hand hang loosely at 
your side; lift it up in front of your eyes; notice that the 
curves of all the fingers are outward, and that there are no 
sharp angles. Now take the upper end of the penholder in 
the left hand, and place it between the thumb and middle 
fingér of the right hand—with the index finger resting 
lightly on the top of the penholder (see Figure 8). You will 
notice the end of the index finger is near, but not on the 
lower end of the penholder, and the knuckles are rounded. 


Figure 8 


If these angles are sharp you are pinching the penholder. 
(Study Figures 8 and 9.). 

Notice that the end of the thumb is slightly higher than 
the end of the index finger, and that the knuckle joint is 
rounded, not sharp. The penholder rests on the middle 
finger between the finger nail and the first joint, and crosses 
the index finger opposite or near the large knuckle joint. The 
small end of the penholder points about midway between the 
elbow and the shoulder of the right arm. Notice the white 
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lines in Figure 3. See also Figure 2. The penholder should 
be-held in such a way that both points of the pen nib toucb 
the paper. 

By following closely these directions you will learn the 
Correct method of pen holding. The shape of the individual 
hand will possibly cause some slight variations, but the gen- 
eral principle is this:—The penholder must be held suffici- 
ently tight to give you control of it, and yet not grip it. 
The angle of the pen with tke paper should not be so great 
as to cause scratching, nor so small as to cause smudging. 


Figure 9 


The holder should be pointed far enough to the right 
so that you can see the pen point, and yet not so far as to 
cause the hand to lie on its side. The fourth and fifth fin- 
gers should be turned slightly under—but not separated from 
the third finger. The hand glides on the finger tips or finger 
nails, as they offer a better gliding surface than the flesh, 
no perspiration comes through them to cause friction, and 
they wear better. 


PRACTICE PAPER. 


In selecting paper for your practice, there are two 
important points to be considered. First, select a good 
quality of fairly heavy paper, with faint lines ruled about 
three-eighths of an inch apart. Second, a convenient size 
and arrangement should be used; a sheet about 8 inches 
wide and 10 inches long is a good standard size, and does 
not take up too much room on the desk. 


This practice paper may be used in the following ways: 
(1) Use two or three separate sheets, one on top of the 
other. The under ones form a good writing base for the top 
one, and all may be held together by means of a paper clip 
on the upper left-hand corner. Another clip may be placed 
on the upper right-hand corner if found necessary. This 
holds the sheets together. It is not advisable to use a single 
sheet of paper, as the top of the desk is very often uneven. 
(2) Use sheets of double foolscap of the size mentioned 
above, or smaller. With this plan, paper clips are unneces- 
sary. The third method is the use of a writing pad, and (4) 
a writing book. The use of the latter is a disadvantage, 
because of the room it occupies, and also because of the 
thickness, which makes writing near the bottom of the page 
rather difficult. But, as much of your writing in after life 
will be done in a writing pad or in a book, you should now 
receive some training in using them. Whichever plan you 
adopt you should let your fingers glide on a blotter or extra 
piece of paper when nearing the bottom of the page. This 
forms a better gliding surface than the top of the desk. 


HOW TO DEVELOP AND REGULATE SPEED 


In order to learn to write rapidly, you must devote a 
good deal of attention to the speed of your writing. Your 
teacher will have many different ways of developing your 
speed without sacrificing form, and will no doubt give you 
several speed tests during the year. Some of these will be 
explained later on in the Manual. When the proper rate of 
speed for the different letters and words has been pointed 
out, you must do your best to write at that standard—that 
is, you must become self-reliant, for very soon you will be 
leaving school and will have no one to guide you in your 
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wtiting speed. A good way to develop and regulate ar ac- 
curate speed is to use a metronome. See Fig. 11. 


HOW TO USE A METRONOME. 


a 
You will notice 
with the directions 

| for each exercise and 
letter in the Manual 
a metronomic speed 
is stated. You can 
regulate fhe ticking 
of the metronome by 
moving the sliding 
bar A, Fig. 11. The 
number on a_ level 
with the top of this 
bar represents the 
number of ticks made 
'__ in each minute. The 
Boell is regulated by 
| the small rod B. You 
will notice it is num- 
bered 2, 3, 4, 6. If you 
pull this rod out to 
No. 2, the bell will 
ring at every second 
stroke. If you pull it 
out to 3 it will ring 
at every third stroke, 
and so on up to 6. 
The ringing of this 
bell makes a good starting signal for the letter you are mak- 
ing, and is a great help in developing regularity in your speed. 


Figure 11 


After you have practised for a while you should try 
writing without the metronome and see if you can keep up 
the speed. If you write faster than the speed indicated you 
lose control, and the form will not be good. If you write 


slowly you are apt to use finger movement, and the lines 
and curves will be shaky. 
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FREE MOVEMENT. 


Notice the fifth step on the stairs to good writing. It is free movement 
This is just as necessary in writing as it is in violin or piano playing, running, 
skating, or playing tennis. Free movement is necessary in writing to produce 
rapid, graceful work and to prevent tiring. The best way to secure a good 
free movement of the arm is to use what we call the muscular movement 
method. It is so named because the arm rests on the muscle of the forearm and 
the pen is propelled by the muscles of the upper arm and shoulder. The muscle 
of your forearm which rests upon the desk is rather large and soft, and allows 
for freedom of motion without the forearm sliding on the desk. 


HOW TO ACQUIRE THIS MUSCULAR MOVEMENT. 


You are anxious to write with this muscular movement method. Here are 
some good exercises for you. Try them and see how simple they are. (1) Take 
proper writing position—but instead of using a pen, close the hand lightly. See 
Figure 12. Keep the wrist and the hand off the desk. Push the forearm 
gently forward and pull it back without letting the arm slide on the desk. 
Watch your wrist moving in and out of your sleeve. Do this several times, 
counting one for each push and pull combined. Make about 200 return strokes 
per minute (Set the metronome at 200). 

With the hand in the same position let the arm roll towards the left and 
around, forming an oval or ellipse, counting one for each complete round, and 
making about 200 ovals per minute. 

Next try the same motion with the hand rolling to the right. Notice how 
you can rotate your forearm on the muscle without having your arm slide. 

Try next a side or lateral motion, swinging the forearm to the left and to 
the right. 

These are what we might call the fundamental principles of muscular 
movement writing, and are the only movements used. 

(2) Try these same movements with the hand open, and palm facing 
downward. Keep the wrist well off the desk and the fingers together. See 
Figure 13. 

(3) Hold the hand now in writing position but without the pen, and go 
through these same motions. See Figure 14. Let the hand glide on the finger 
nails of the last two fingers. This will let you know what it feels like to skate 
on the finger nails. 

(4) Now place your penholder in proper position, and before dipping it 
in the ink, try once more the exercises described. Before placing your penholder 
in position read again the paragraph on penholding on page 13. 

(5) Dip your pen in the ink and you are ready for work. See that your 
body, arms, wrist, paper and manual are in proper position. 
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GENERAL MOVEMENT EXERCISES. 


The exercises which follow are called general movement 
exercises. You must first train the muscles so that you can 
make them at the correct speed, and with a free, easy, roll- 
ing movement. The hand must slide on the last two fingers 
as the pen moves. You must not let the fingers assist you 
in the making of these. Their task is to hold the pen and 
support your hand, while the muscles of the upper arm and 
shoulder are doing their work—pushing the arm and hand, 
and of course the pen with them—sideways in the lateral, 
forward and backward in the drive and return, and around 
in the oval exercises. Do not try to make them with finger 
movement or to “draw” them. That would be wasting your 
time and you do not want to do that. 


ADVICE TO BEGINNERS. 


Those of you who are beginning to write with Muscular 
Movement for the first time must practise these different 
movement drills faithfully until you can make them with 
an easy, rolling movement. Then you are ready to begin 
work on the various letters, figures, words and sentences, as 
they are presented to you in this Manual. Remember that 
these exercises are given solely to enable you to develop that 
easy, rolling movement which we use in Muscular Movement 
Writing, and to help you to stop using the fingers except to 
hold the pen. When you have learned to do these two things 
you are at the doorstep ready to begin to apply muscular 
movement to all your written work. 


MUSCULAR MOVEMENT IN ALL WRITTEN WORK. 


Many of you will be wondering just how soon you will 
be expected to use muscular movement in all your written 
work. That is a problem we must all face, and a trouble- 
some one it is. For a little time after beginning to practise, 
the large muscles which you are training will not have suf- 
ficient control to direct the pen in all written work. That 
stage, however, will quickly pass, and you must as soon as 
possible after beginning to practise, apply the muscular 
movement to every piece of written work you do. You can 
easily see how foolish it would be to do most of your writing 


with finger movement, and expect to learn to write with 
another set of muscles which you are not using except while 
you are practising during your writing lesson. 

You will realize that it is essential to use these muscles, 
that is to write with muscular movement in all your written 
work. You will make rapid progress, for all written work 
then is also practice and training for these new muscles. 
Skill and control always follow careful practice. 


“CHANGING OVER” PERIOD. 


This “changing over” period will be the most discourag- 
ing time, for your work will possibly look worse instead of 
better for a short time. This happened to all of us when we 
were learning. Your teacher will understand and will not 
expect you to make such good forms as before, if you are 
now using the Muscular Movement for the first time. You 
must, however, be very careful not to scribble, but to do the 
very best you can under the circumstances. This stage will 
not last very long. Soon you will be making nicer letters, 
and writing with more speed, better control, and more regu- 
larity than ever before. 

Do not be afraid to plunge in and abandon finger move- 
ment completely. You would never learn to swim by stay- 
ing around the shore. Wade in, be determined to learn, and 
you will. 


MUSCULAR MOVEMENT WRITERS. 


To many of you these exercises are old friends. You 
have already learned to write with muscular movement. 
You must now try hard to improve your work. Compare 
your forms with those in the Manual and decide how you 
can improve yours. Perhaps the slant is not correct. Are 
your ovals too “thin,” or too “fat”? Are they the proper 
height?. Have you developed a light touch? Have you 
good control of your hand and pen? 

Try to improve until your writing is just as good as it 
is in the Manual. 

All the important general movement exercises are placed 
together at the first of the book, so that they will be in a 
convenient place for your preliminary “warming up” at the 
beginning of each day’s lesson. 
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DRILL NO. 1. 


This is called the lateral (side) exercise, aud is the move 
ment you use as you write across the page. 


Commence with a light quick stroke to the right just 
underneath the top line of a space on your paper and swing 
back to the left to the starting point. Repeat this eight 
times. Count 8—one for each stroke. Set the Metronome 
about 160 and gradually increase to 184. Commence the 
motion in this and all general movement exercises with your 
pen in the air touching the paper while it is in motion. This 
is what we call a “flying start.” 


Finish the exercise by raising the pen from the paper 
before the motion is checked. We call this a “flying finish.” 
It gives a nice, light, tapering, finishing line. Repeat this 
drill in the centre of the space to the same count and speed. 


DRILL NO. 2. 


Two space drive and return (push and pull) exercise, to 
develop push and pull strokes in letters. 


Use a light touch and a free movement. Do not allow 
your arm to slide on the desk, but let it work on the muscle 


Next repeat on the base line. The lines you make should be 
parallel with the base line if your paper is held on the proper 
angle. 


Do not be discouraged if they are not so good as those 
in the Manual. ..At this stage pay more attention to correct 
movement than to good form. 


Shift your paper a little to the left and try the next 
three lateral drills; shift paper again and repeat; one more 
shift and try the last three. 


Watch your position, keep wrist up, skate on the finger 
nails, hold your pen lightly, keep up your speed, and use a 
free, easy, muscular movement. 

It is always a good plan to try these exercises first with 


dry pen off the paper; that is, pretend you are writing. 
When you have developed the “swing,” use ink and write. 


MMM MM MU 


of the forearm. ‘ 

Commence with a downward flying stroke and finish 
with a downward flying finish. 

Shift your paper as indicated by the tick marks, and 
make all down strokes towards the centre of the body. 
Count 8. Metr. 160-184. 


Start right and you will likely end right. 
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DRILE NO. 3. 
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Two space drive and return extension—to develop free- 
dom and control. 

Commence and finish with a downward stroke. 

Make one hundred double strokes two spaces high in 
each quarter line. 


i) 
hd 


See how many strokes you can make with one dip of 
your ink. 

Watch angle of paper and do not forget the shifts. Keep 
the angles sharp at top and bottom. Count 100 as follows: 
1, 2, 3, 4, 5, 6 7, 8 9 10, 1, 2, 3, 4 5, 6 7, 8 9, 20, 
1, 2, 3, 4, 5, 6, 7, 8, 9, 80, etc., to 100. Set Metr. at 160 and 
gradually increase speed to 184 or 192. 


DRILL NO. 4. 

Two space left oval (direct oval) to develop the rotary 
motion needed in writing. 

The arm should roll on the muscle of the forearm and 
there should not be any separate motion of the wrist or 
fingers. 

Make all strokes lightly, the down strokes as well as the 
up ones. Use a flying start and finish. Let the right hand 
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DRILL NO. 5. 
Left oval extension two spaces high. Make light strokes 


“skate” on the finger nails of the last two fingers. Keep 
body and head erect and feet flat upon the floor. Notice the 
slant and form of these ovals. They lean towards and 
touch each other. The width should be about two-thirds 
of the height. See the lines on the second one in the Man- 
ual. Make about 11 ovals to a line. Metr. 168-192. Count 
8 for each oval. Do not worry about the form. That will 


«improve as you develop a good movement. 
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and try to get one hundred ovals in each quarter line, then 
shift the paper to the left. Count 100, Metr. 168-192. 
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practise rotating your arm to the right, for many letters, 
both small and capital are made with this motion. 


for Drill 5, but use the right oval motion instead of the left. 
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DRILL NO. 6. 


Two space compact left oval—This drill is practically 
the same as No. 5. Do not leave any spaces as shown in 5. 


paper after each 100 counts, so that the slant will be uniform. 


| Lift the pen only to obtain more ink. Count 400. Shift the 
Use a free arm movement. Metr. 168-208. 


DRILL NO. 7. hard until you can do it well, for unless you can make these 


right ovals nicely you cannot make the letters where this 


Two space right oval (indirect oval). Now you must motion is used, such as P, B, R, I, J., etc. 


Notice how these ovals lean to the right, with their 
sides touching. Make about 11 ovals to each line. Do not 


You may find this an awkward and difficult exercise at forget to shift the paper, so that the slant of the ovals will 
first, but that is all the more reason why you should work be uniform. Count 8, Metr. 168-192. 
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DRILL NO. 8. 


Two space right oval extension. 
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Count 100 for each quarter line, and try to make these 100 


Follow directions given | strokes with one or two dips of ink. Metr. 168-192. 


MacLean Method means Muscular Movement. 


Counk 00 


9 
DRILL NO. 9. lays the foundation for the writing of letters made with 
the right oval motion. Press lightly on both down and up 
Two space compact right oval. Read fully the directions strokes. Watch slant and proportion. You should be able 
for Drill 6. Drill 9 is a right oval movement instead of a to see a right oval in any part of the line. Count 400. Metr. 
left. This drill helps develop freedom of movement and 168-208. 
@ Cours 2. iw Fe r 
: HM TLL LVS T 1 TITEL A | 
if J // = A | / h 
Oe You should learn to do these well, for the capitals and 
‘ oe : some small letters are just about this height. Try increas- 
or ee eee ing your speed to 200 or even 208 strokes a minute. Do not 
CB ALCACD DARE EH CE the ores ace drills. forget to move your paper away from you as you write 
Follow general instructions given for the two-space down the page. Keep both elbows near corners of desk. 
exercises, but these are only one-half the height. Do not let your left shoulder droop. Count 8. Metr. 192-208. 
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100 compact double strokes to each quarter line. Shift paper 


DRILL NO. 11. | 
as indicated. Count 100 Metr. 200-208. 


One space drive and return. Compact extension. Make 


Work is only a seriouszform of play 
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Use a No. 2, Medium pen nib for movement drills. Keep it clean, 
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Practise in turn Drills 12, 13, 14, 15, 16, 17, 18, 19, and 
20. Notice that all these are one-space drills. The counts 
are printed on the plate. Try increasing your speed, and 
see if you can make at least 200 strokes a minute. 

The form may be irregular, but if you are writing in 
good position and using the correct movement, that will 
soon improve and you can apply this movement in all your 
written work. 

Remember that you will not be abl®to make good letter 
forms or words until you can make these exercises well. 
Make, as nearly as you can, the same number of strokes in 
the drive and return drills, and the same number of ovals 
to a line as shown in the Manual. 

Have you eliminated finger movement? Have you 
stopped the “wiggling” of your thumb and fingers? Is your 
wrist kept well off the desk? Do you keep your fingers 
together—not separated, nor sprawled? 

Does your hand glide on the last two finger nails? Do 
you make all your down strokes towards the centre of your 
body? Do you sit erect and hold your head up? Is your 
left arm on the desk, supporting the left side of the body 
and holding the paper in place? Are you able to push and 
pull and rotate your arm on the muscle of the forearm? If 
so, you are now ready to commence your practice on letters 
and words. You may perhaps be disappointed with your 
first attempt but do not become discouraged. Remember 
the story of Robert Bruce and the spider and Try, Try 
Again. Before you go on to the next lesson read this story: 


HOW TO WRITE MUSCULAR MOVEMENT! 


A Primary Grade teacher once told her pupils that she 
could tell them in a dozen words how to write arm move- 
ment. She sat down by her table where she could act her 
story and told it as follows:— 


1. Bend the thumb. (She took a penholder, placed the 
lower end of it between the first two fingers, and the upper 
part about opposite her knuckle joint. She made the joint 
of the thumb hump up like a camel’s back.) 


2. Keep the thumb still. (The teacher showed the 
children that if the thumb wiggled ever so little they could 
not write muscular movement). 


3. Glide the last two fingers. (She stood these fingers 
on the nails and made them glide up and down on the 
paper). 


When she had finished telling and illustrating the story, 
she said, “I had to talk and act too much. Let me just give 
my twelve words this time and show you silently.” She 
said these twelve words one after the other like this: “Bend 
the thumb; hold the thumb still; glide the last two fingers.” 


When she had finished the twelve words she said; “Now 
children, I'll give my gold watch to anyone who will do all 
these things and not write arm movement.” Do you think 
any of the pupils won the gold watch? Try it for yourself 
and decide. 


THE OVAL CAPITALS—LEFT OVAL GROUP—O.C.A.E. 


Now you are ready to try a real letter. You know how 
many exercises you must practise in your piano or violin 
playing. Perhaps you do not enjoy them very much some 
times, but you know they help you to play “pieces” later 
on. So it is in writing. You must practise movement ex- 
ercises in order to be able to write your “piece” well. 


There is no royal road to Good Writing. 


Start off today’s lesson with a line or two of left ovals, 
for O is just an oval, or more correctly speaking, an ellipse, 
with a finishing stroke added. 

Make the ovals about two-thirds as wide as high. Use 
a free, easy, regular movement. Sit in an upright, healthy 
position. Count 8 for each oval. Set the metronome at 184 
to 208 and write at this speed. 
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Curve fiat shing shrokes 


This is what we call a specific movement exercise. It 
comes between the general movement exercise and the 
letter—what you would call a “progression” in physical drill. 
The first one on this line is two spaces high and is placed 
here to show you the form, proportion, count, starting and 
finishing strokes. Study these points carefully and try 
making a few this size if you wish, but practise most on the 


The first exercise in this line is called a retraced form. 
It is just an O retraced about 5 times. Try a few of these 
retraced forms, with dry pen first, then with ink. The first 
time around may show a poor form, but each succeeding 
time should be better. This is a good beginning drill for 
each of the letters and figures. 


Next try the O one space high. Set the metronome at 
192 and gradually increase to 208. Set the bell at 3, and 
commence the first stroke of each O with the ring of the 
bell. Make a flying start and flying finish. 


Always try a few in the air or on paper with a dry pen 
counting or using the metronome for this practice. Next 
dip your pen in the ink and write, always touching the paper 
while the pen is in motion for the starting stroke of the O, 


one-space exercise shown. It is exactly the same as the 
oval for the first six strokes, but the seventh is a finishing 
stroke to the right and upward. See that this stroke is nicely 
curved. Use a flying finish. Notice how far down in the 
oval this stroke comes. Anything less than this makes it 
look “mean” at the top, and a larger loop does not look 
right. An O thus formed might be confused with an A. 


and raising the pen from the paper while it is moving for 
the finishing stroke. Make the first stroke leftward and 
not downward. 


Do not lose time between the letters. The bell rings at 
every third count. This leaves you time to make a slight 
pause between letters. This bell acts like a conductor’s 
baton in an orchestra, and makes you keep time. Of course 
you must pause to shift your paper to the left as indicated, 
but commence again with the ring of the bell. 


You should write at the rate of 65 to 70 O’s a minute, 
although you would not write that many in any one minute 
owing to the time taken up in shifting the paper. Now try 
making the O about three-fourths of a space high—the 
height of all the capital letters. 


Be sure you are right—then go ahead. 
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then the one-space exercise. Notice the space indicated by 


The C is formed from the left oval. Try the left oval figure 1. Leave room there for a small x. Watch the 
exercise as you did in the lesson on O. Aim to get a free finishing stroke. Flying start and finish. Count 7. Metr. 
movement. Now try Drill 24, first the retraced form, 184-208. 
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| 4, 5, 6, 7, for the loop oval exercise and 1, 2, for the C. Al- 
This is a good exercise for developing C. Count 1, 2, 3, ternate them across the page. 
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_ Trace the large form about five times, then write afew | forms. Above all things write with a regular, free, rhythmic 
lines of one-space C’s before trying them three-fourths high. | movement. 
Make about 20 letters to a line. Do not forget the paper — Make th ; 
shift. Make the starting loop on the main slant as shown. — fake the starting stroke to the left and downward. 
Finish the C like the commencing stroke of i. Stop the work | Count 1, 2, Metr. 184-208. Bell 3. Rate 60 to 70 C’s 
frequently and observe. Analyze, criticize, and correct your | a minute. 


Proper practice produces perfection 


“tChaaadadaadddaa 


Notice the similarity between O, C, and A. All are 
developed from the left-oval exercise, but the last stroke 
of the A comes downward, partly on the main slant, and 
finishes below the base line. Try again the left-oval drill. 


This is a good specific movement drill for the A. Count 
7 and alternate with the A across the page. Notice that 
the slant of the rounded part of the A is not the same as 


Make a few retraced forms first, then try the A three- 
fourths of a space high. Notice that the first stroke is to 
the left and downward; that the Cownward finishing stroke 
retraces the right side of the curved line for about half its 
length and then finishes below the base line. You should 
make a very slight pause at the top so as to avoid making 
a loop. In fact a good general rule to follow is—always 
pause slightly at the union of two lines where a loop is to 


When your muscles are tuned up, try drill 27. Count 1 for 
the oval part; 2, 3, 4, 5, 6, for the push and pull; and 7 for 
the finishing stroke. Try the large form first, then the 
one-space drill. Metr. 184-208. 
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in the O, so after you have made five retraced ovals swing 
out to the left on count 6 and finish with 7. Flying start and 
finish. Count 7. Metr. 184-208. 
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be avoided. Do not forget this important rule, for it will 
be referred to many times. 


Criticize your own work. Compare with the forms 
before you in the Manual, and try to improve yours. Sit 
in a good, healthful position and use muscular movement. 
It will become easier every day. For A, count 1, 2. Metr. 
184-208. Bell 3. Rate 60 to 70 letters per minute. 


Hold your penholder lightly—not tightly. 
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Here is another left-oval letter. You will notice two 
ovals in the E. The lower one is slightly larger than the 
upper one. Try this E oval drill. It is commenced with a 
dot or small check mark. This dot or very short stroke is 
easier to make than a loop such as is sometimes used for 
this letter. Use a flying finish as in the O, A, and C. 


Notice that the ovals overlap in the centre forming a 


loop which is almost parallel to the base line. This loop 
should extend about one-half the width of the drill. See 
the line on the left side of this drill—it is on the main slant. 
Make a line or more of the two-space drill, then practise 
it one space high. Hold your pen lightly, and let your arm 
roll on the muscular pad of the forearm. Keep your feet 
flat on the floor and your body erect. Count 7, or Dot, 2, 
8, 4, 5, 6, 7. Metr. 184-208. 


fae sO CO OO SOe 


32 


This is a good movement exercise and will help to de- 
velop a good finishing stroke for the E. It is much the 
same as drill 30, except that the centre loop is not retraced. 
Start with a dot, and after making the centre loop make 


---r 


Now make a few lines of E’s about three-fourths of a 
space high. Watch the dot start, the slant, the centre loop 
and the free, upward finish ready to be joined to a small 
ior u. Try to get the centre loop parallel to the base line, 
and rather flattened. 

Commence each letter with a dot on the stroke of the 
bell and keep up with the beat of the metronome, stopping 
only to move your paper three times while writing across 


| 
| 
| 


left ovals to a 7 count. Alternate this exercise with the E 
across the page. Count Dot, 2, 3, 4, 5, 6, 7, and Dot 2, 3. 
Metr. 184-208. 


Bee eC CEC Cae 


the page. Make the same number as in the Manual, for 
your line is the same length. Use a free, rhythmic motion. 


Relax your muscles so that you can write with freedom 
and not tire. This is very important, especially for people 
who have to write very long at a time. Count 1, 2, 3, or 
Dot, 2, 3. Metr. 184-208. Bell 4. Rate 45 to 60 letters per 
minute. 


Use the best materials in your penmanship practice. 


REVIEW—LEFT OVAL CAPITALS—O, C, A, E. 


You review quite often your lessons in Geography, 
History, Arithmetic and other subjects. So it should be in 
Writing. You will meet many review lessons in this Manual 
and you must keep up your practice of all letters, figures 
and words taught. 


Write a page of review work shown in this plate. Try 
to get the same number of exercises and letters in your lines. 
Before commencing your practice see that you have good 
pen, ink, and paper. Have the top of your desk cleared of 
other books. Sit in the correct position. Hold your pen 
loosely and have it pointing between the elbow and shoulder. 


Retrace! 


Remember! 


Keep your wrist up and let the hand slide gracefully 
on the nails of the last two fingers. Do not try to keep your 
wrist flat but turn it slightly to the right so that you can 
see the point of your pen. Keep fingers together and bend 
the thumb. Remember the story of a dozen words:—“Bend 
the thumb; keep the thumb still; glide the last two fingers.” 


Ask yourself these questions: Am’I using muscular 
movement? Do my fingers wiggle? Is the form of the drills 


and letters improving? Catechise. Criticise. Correct. 


Review! 
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MOVEMENT DESIGNS. 


On this page, and again later on in the Manual, you 
are given a few suggestions for movement designs. 

These are not meant to be pictures or lessons in drawing. 
The work must be done with free, muscular movement, as 
explained in the first few pages of this book. The body 
must be kept in correct position, and the speed must be 
maintained. All these movement drills should be done with 
the metronome set at 184 to 208. Make all strokes lightly 
just as you would walk over thin ice on the river. 


You can vary these drills and no doubt will plan many 
others yourself. 


Try to develop 


DWV 
CD 
4A 


&, —JU4 
SASS te’ 
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They will provide a change from your regular writing 
work, and it is said, “A change is as good as arrest.” Work 
out some designs, practise them at home and bring them to 
your teacher. If she thinks they are well done she will send 
them to the Author and they will be placed on exhibition 
for others to see. Be sure to put your name, age, grade, 
school, and name of teacher on the paper. 


Remember the steps leading to Good Writing: Desire, 
Good Materials, Correct Position, Proper Penholding, Free 
Movement, Study, Practice. Last of all, are you holding 
on to the railing—Patience and Perseverance? 


Keep on climbing. 


rhythm in your writing 
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MacLean Method of Grouping Letters 
for Study and Practice 


Left Oval Group oS ceed al PEeetipn Underswing Group 


OCKE-L 0-BL*P BRS S- GF 
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Minimum Letters 


ae Tace Upper Loop Letters Lower Loop Letters 
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MINIMUM LETTERS—n and m. 


Now we shall introduce our small letter friends. You 
have met them before, but we hope you will become better 
acquainted with them during the next few days. Many 
of them look very much alike just as you resemble other 
members of your family, perhaps. Yet each one can be 
readily distinguished from the others if made properly. If 
they are so badly made that they are confused with others 
it will be your fault, not theirs, and they will not like it. 

For an o does not wish to be called an a or ac, and an 
i is proud of its dot, while an e likes a loop. The n belongs 
to the minimum group of small letters—that is, it is one 
of the smallest of the small letters—being only one-quarter 
space high. 


The other members of this family are m, 0, 4a, ¢, i, u, e, 
v, W, and x—eleven in all, including the n. Ther and s are 
a little taller—just in their “teens” as it were. 


The t and d are one-half a space high, but not so tall 
as the 1, h, k, and b, which are the same height as the cap- 
ital letters and, have loops above the base line. 


Use a light, even pressure on your pen. 


The small letters j, g, y, Z, p, and q, have legs as it were. 
The f is the longest letter of them all; it has two loops—one 
above and one below the base line. 

You have many lessons ahead of you, but 

“One thing at a time, and that done well 
Is a very good rule, as many can tell.” 
Let us learn first to write the n. Try drills 38, 39 and 40 as 
preliminary movement drills. 


DRILL NO. 38. 

Drill 38 is an old friend, and you should be able to do 
it well. Count 12 and set the metronome at 184-208. Do 
six sets of this drill to a line. Use a free movement. 

DRILL NO. 39. 

Metronome 184 to 208. Count 10, four exercises to the 
line, about one-half space high. Round the tops as in n and 
keep the bottoms sharp. Downward strokes on main slant. 
Very little or no retrace on upward stroke. Watch starting 
and finishing stroke. Flying start and finish. 

DRILL NO. 40. 

Same as drill 39, but one-quarter space high. The last 

of the exercise forms the letter n. See dotted lines. 


Do not grip it. 
Sul 
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Now you are ready tor the letter. Count 1, 2, 3, or 1, 2, 
finish, or over, over, swing. Metronome 184-208; rate 45 to 
55 letters per minute. Keep tops rounded. Watch the slant 
The down strokes should be parallel and there should be no 
retrace. See arrow in retraced form. The n should start on, 


or a little below the base line, and finish level with the top 
of the letter, or a little higher. Use a free, easy motion, and 
keep the fingers still. Let the hand glide freely on the finger 
nails, and do not allow any side motion of the wrist. 


SLEPCRVCAPCR. GPL F OPP CA | CPF OV OA EE OPP OFF ee Ge 


This is a good exercise to develop movement, and uni- 
formity in size, slant and spacing. The first n ends with a 
simple curve and underswing stroke; the next n commences 
with an overturn. The union of these strokes forms a double 
or compound curve. All small letters are joined together in 
words by either a compound or a simple curve. Glance 


The m is almost a twin to the n, but has an extra down- 
ward stroke. In making this letter you must try to get the 
three downward strokes all parallel, and the width of the 
first space should be the same as that of the second. Study 
carefully the form as shown above. Notice the dotted lines. 
Get a clear mental picture of this letter and try the mo- 


through this book and notice the connecting strokes of 
letters in words. Try the n in groups of 3’s. Get plenty of 
swing, and do not worry if the form is not perfect at first. 
Count 1, 2, 3, 4, 5, 6, 7, making the double curves on 3 and 5, 
and the upward finish on 7. Metronome 160; or count 1 for 
each letter. Metr. 76-96. Bell 4. 


SPP VP 00 oe ph FO ee 


tions necessary to make it before you write with pen and 
ink. Do not make the m too much spread out, nor yet too 
high and narrow. Use the same starting and finishing strokes 
asin then. Count 1, 2, 3, 4, or over, over, over, swing. Set 
the metronome at 184-208 but do not use the bell, as there 
is no bell at 5 in the metronome. Rate 35-40 m’s per minute. 


There is no royal road to Good Writing. 


32 


Study again the instructions for writing the n in groups. 
Then try this exercise. You will find it a little more diffi- 
cult than the other, but it is a good movement drill, and 
tends to develop uniformity in the three s’s—size, slant, and 
spacing. Perhaps you will find it easier to swing them far- 


ther apart than they are shown here. See what a good 
double curve you can make swinging from one m to another. 
Try making them in the upper part of the space, as shown 
here. Use this plan for developing uniformity in height in 
other letters as well. Count 1 to 10. Metronome 184-208. 


Bes 


A good plan for developing uniformity in spacing is to 
turn your paper crosswise and write this exercise, writing 
an m in each space. Study Plate 45. Try this plan with 


other letters after you have learned them. You will enjoy 
it and it saves space. 


© COKE 


MINIMUM LETTERS—», a, c. 


__ Our next lesson is on the small o. This letter is quite 
different from the m and n in almost every respect, except 


height. It is really just a small oval with an overturn start 
and an underswing finish. Try this movement exercise, one 
or two lines of each. Make a large oval first and then put 
in the small one. 


Practise systematically, not spasmodically. 
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Make a few complete lines of this overturn starting 
stroke. You should practise this very often, for great 
many letters commence with this stroke—o, a, c, d, g, m, n, 
q, V, X, y, Z, and one form of r. These small letters cemantere 
the overturn family. It is well at first to commence this 
stroke just below the base line, using a flying start and 
finish. Be careful not to turn the wrist. See that this stroke 
is nicely curved and not merely an oblique line. Notice 
its shape as shown at the first of this line. 


You should now be able to make fairly good o’s. Try a 
few lines as shown. After some practice you will be able to 
commence the overturn on the base line, but most important 
of all, round it nicely. Pause slightly at the top after making 


After you have practised this drill until you can do it 
well, try the next exercise. Use the same starting stroke, 
then make a left oval about one-half space high and use a 
finishing stroke as shown above. Count 1, 2, 3, 4, 5, 6, 7, or. 
1, 2, 3, 4, 5, 6, finish. Pause slightly at the top of the oval 
before you add the finishing stroke—otherwise you will get 
a loop, and now that your writing is down to adult size, it 
is not desirable to have a loop in the small 0. Metr. 176-200. 


this stroke, and again after completing the oval before you 
add the finishing stroke. Aim to keep the starting and 
finishing strokes short and well curved. Count 1, 2, 8, or 
over, round, swing. Metr. 184-208. Bell 4. Rate 45 to 55 
per minute. 


ao CUO PTOI FTF _ eee 


Follow the letter drill with the group drill as usual. . 


Get the swing of this exercise before trying to write it. 
Remember what you are aiming at in this drill—free move- 


ment, uniform size, slant and spacing. Avoid making loops 
and swing from one o to the next with a slightly curved 
stroke. Count 1, 2, 3, 4, 5, 6, 7, or 1 round, 2 round, 3 round, 
finish. Metr. 184-200. 


Other things being equal the best penman gets the position.. 
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51 Supplementary Words -— SILO SF LOO IL LD Ce 


Let us now try a short word—on. Since the o ends with 
an underswing, and the n commences with an overturn we 
must use a double curve in joining them. All letters in a 
word should have the same slant and all minimum letters 
should be same height. Watch carefully the starting and 
finishing strokes. Compare with the ones shown above. In 
writing words it is not advisable to use a metronome, as 
the count and rate of speed are not the same for all letters. 
It is a better plan to name the letters to yourself as you 
write them—as 0, n. .In writing the word noon there is 
something else to watch for. Notice the spacing as shown 
above. Try to get yours uniform, and the letters all the 


same height. Try writing a few lines of this word, as an 
underline exercise. See page 33, line 44. 

The number of words which we can make from letters 
taught will increase very rapidly from now on, and it will 
be impossible to show them all in this book. You will notice 
a small list of supplementary words given with each word 
plate. Practise all these words as shown. Think of other 
words for yourself and write them with a quick swinging 
movement. Always write a few lines of each word. In 
writing words try to develop uniformity of spacing between 
letters. The slant should also be uniform, and all minimum 
letters the same height. Notice the two methods of writing 
A at the beginning of a word. 


-AIAAAAAASAAISAAOS 


The a belongs to the o family, but has an extra down- 
ward stroke on the main slant—see plate 54. A good general 


VT Pe 


Try again the overturn drill till you can produce a nicely 
rounded initial stroke. Then try the specific exercise shown 
in the latter half of the line. Make them about one-half 
space high and gradually reduce to one-quarter space. Watch 


| 


movement exercise is the left oval—followed by the push- 
and-pull. Count 1, 2, 8, 4, 5, for the oval, and continue 6, 
7, 8, 9, 10, for the push-and-pull. 


| 


the finishing stroke. Count 1, 2, 3, 4, 5, 6, 7. Make the 
push-and-pull strokes on the main slant with the downward 
strokes towards the centre of the body. Bring the pen to 
the base line with each stroke. Keep the thumb still. 


Always place your paper at the proper angle. Study the diagram, 
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Count 1, 2, 3, for the a; 1 for the overturn, 2 for the 
oval and down stroke, and 8 for the finish. Set metronome 
at 176-200. Bell 4. This is at the rate of 45 to 50 a’s per 
minute. 
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ward and upward. See the small i in this letter. 


In the group of a’s, count 1 to 7 checking the motion 
slightly at 2, 4, and 6. Metr. 176-200. See the double curve 
between the a’s and study the dotted lines. Aim for free- 
dom of movement first and uniformity will follow. Make 


Notice the slant of the oval. It is not the same as in the 
0, but the down stroke is on the main slant. Close it at 
the top, retrace about half way down and come almost to 
the base line. Make a nicely rounded turn and finish for- 


several lines of this group exercise. Use your left hand to 
move the paper. Try a few groups as an underline exercise, 
as in Plate 44, page 33. You can fill up the spaces on 
your paper, writing both on and under the lines. 
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tary words and write a few lines of each. 


56 Supplementary Words :-— /77A722-7Z/ 


Note the double curve from a to m in am. Count a,m_ | 
and write 30 to 40 words per minute. Study the supplemen- | 


The third member of the o family is the c. Notice the 
likeness it bears to 0 and a. Starting and finishing strokes 
are the same, and the downward stroke of the c is on the 
same slant as that of the a. Practise a few oval and push- 
and-pull movement drills, then study and practise the drills 
on plate 57. Notice the first stroke, which is an overturn 
with a hook. Finish this stroke with the pen on the paper. 


Yt tttA Utter 


Try a few of these to the count 1, 2. When you are able 
to do this nicely, try the second drill. Count 6. Bring the 
down strokes on the main slant and pause on the base line 
at 6, with a standing finish. 

Now try the third drill on this line. Check the motion 
slightly at count 6, and finish forward and upward on 
7. Metr. 184-208. 


Practise Penmanship each day. 
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Look closely at the form on this line. Study it well. 
Try a few imaginary forms, using a free, easy movement. 
Then write a few lines of c’s. Try to avoid a sharp, stiff 
angle at the base, and yet do not round it out like the o. 
Be sure to make a hook at the end of the starting stroke, 
but do not make a loop. Slow up the movement slightly at 
the base line. This will help you to secure the correct slant. 
Gradually reduce the height to one-quarter space. Count 


1, 2, 3, or Hook, 2, 3, Metr. 176-200. Bell 4. Rate 45 to 50 
letters per minute. 

Now that you can make these forms, try writing them 
in groups. Again study the headline. Try hard to secure 
uniformity in the three s’s—Size, Slant and Spacing. Do a 
few underline exercises. Swing with rhythm from one letter 
to the next. Count 1, 2, 3, 4, 5, 6, 7, with Metr 184-200, or 
count 1 for each letter. Metr. 76 to 96. Bell 4. 


2 
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Supplementary Words : 


In writing the word “coon,” connect letters with double 
curves and endeavor to get the spaces uniform. Write the 
word across the line and spell as you write c-o-o-n. Do not 
allow your thumb or fingers to “wiggle,” but use arm move- 
ment. Your letters may be somewhat irregularly formed, 
but you will improve every day. 


Study closely the supplementary words, and write sev- 
eral lines of each one. Get a good mental picture of each 


Use forearm muscular movement in all 


LOCod ~Loccrw£“ caw 


Then write it without 
looking at the headline. After writing a word several times, 
compare what you have written with the form in the 
Manual. 


word before attempting to write it. 


Commence with the starting stroke, and compare 
them closely right through to the finishing stroke. See 
wherein you have failed and try again. 
three C’ss—COMPARE! CRITICIZE! 


Remember the 
CORRECT! 


your written work. Always do your best. 
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MINIMUM LETTERS—4i, 1, e. 


Here we introduce a member of another family, the 
i, u, e, group. You have already seen the main part of the 
iin the a. Notice the downward stroke. It is on the main 
slant. A good movement exercise for this letter is the one 


7 
i, 
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Try these specific movement drills. You can see for 
yourself how they will help you to make the letter well. 
These all start on the base line. The second one is a double 
motion, consisting of a well-curved underswing followed by 


You will remember that we told you the i belongs to 
the group of minimum letters, that is, it is only one-quarter 
space high. Here is something else to remember about it. 
It belongs to the short swing family. When you learned to 
make o you were told that it belongs to the overturn family, 


because its first stroke is an overturn. Turn to page 107 
and see what letters belong to this family. All the other 
small letters commence with an underturn or underswing 
stroke. Some of these are short swings, and some tall 
swings. The i is a short swing, and so are the following:— 
e, u, w, and j. The tall swings are l, h, k, b, f. Ther, s, p, 
and t also belong to the underswing family, but you will hear 
something rather strange later on about the height of their 
swing. 

Practise the i right across the page, after you have 
studied the retraced form before you. Notice particularly 
that the commencing and finishing strokes are exactly the 
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shown here. You will remember having tried it before. See 
page 22, line 12. Try a few lines of this drill. Count 12. 
Metr. 184-208. Try next a few lines of the drill shown in 
the latter half of the headline, reducing the height to one- 
half space. Notice the rounded stroke at the bottom. Count 
and speed the same as for the first exercise. 
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a short downward stroke on the main slant, ending with a 
standing finish on the line. 

The third drill will help develop the correct slant in 
letter i, Count 7. Retrace the main slant stroke. 


same; that the downward stroke is on the main slant and 
slightly rounded at the bottom; and that the dot is placed 
in line with the downward stroke. Do not hit your paper 
with the pen to make this dot, but make a light touch with 
a slightly downward stroke. Count 1, 2, 3, dot. Metr. 184- 
208. Bell 4. Rate 40 to 50 per minute. 

Look closely at the i in groups. Study the dotted lines, 
and after you have formed a clear, mental picture, try a few 
lines of these groups with a nice, free, rolling movement. 
Remember how important it is both for the sake of your 
health and your writing to sit in a good position. Keep 
your shoulders level and well back. Do not bend your head 
to one side. Keep your eyes well back from your paper. 
See that the penholder is held loosely, and is kept pointed 
between the elbow and the shoulder. Make sure that your 
fingers are kept well together. Keep the wrist up, and use 
the nails of the last two fingers as skates. 


al 
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65 Supplementary Words :— See DFE CTEIIAOE, oe LFA GAL 


Practise writing the word in. Notice the connecting 
stroke, a double curve. Try to get the three downward 
strokes parallel. The space between the i and the n should 
be greater than that between the two strokes of the n. A 
good rule to follow regarding spacing is this. The spacing 
between letters in a word should be greater than the spac- 
ing between downward strokes in a letter. The spacing be- 
tween words should be greater than that between letters in 
a word. The spacing between sentences should be greater 


than that between words in a sentence. 

Study the supplementary words and write a few lines 
of each. Notice the simple curve from A to i in Aim, and 
between n and iin onion. You will see here another way of 
writing the o at the first of a word. The overturn is omitted. 
Practise that form if you like it. Any of the overturn let- 
ters may be written in this way, except m, n, V, X, y, Z, and 
r (one form). Can you name the overturn letters? Try. 
Notice them where they are written without the overturn. 


OE LIA AL AM AAI ALI AD 


The u is very much like ani. Practise the exercise shown. Count 7. Metr. 184-208. Make the downward 
strokes parallel. 
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Try a few lines of u’s. Make the downward strokes on When writing the u in groups of 3’s count 7. Metr. 
the main slant, but avoid sharp angles at the base line. 184-208. Study form in copy. Make a good swing from 
Flying start, flying finish. Count 1, 2, 3. Metr. 184-208. one letter to the next. Watch your spacing. Write a few 
Bell 4. Rate 45 to 50 per minute. underline exercises. 
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Study the word nun. See the difference between an n 


69 Supplementary Words : 


and have good letter forms? If so you are doing excellently. 


and au. Always make these letters as shown here so that 
they can not be confused. Ann should never be made like 
au. What is the difference between them? Tell your 
teacher. When writing this word you may count 1, 2, 3, 4, 
5, 6, 7, or say n-u-n as you write. See how many times you 
can write this word in a minute. Can you write it 25 times 


You are developing both speed and form in your writing. 
Select the best form you have written and put dotted 
lines on it like the one in the headline. See wherein you 
can improve and try again. “Never give up.” Compare. 
Criticize. Correct. 
Try a few lines of supplementary words. 
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The e is certainly a brother of the i. Don’t you think 
so? It has a loop instead of a dot, however. That is a good 
distinguishing mark. The drill here shown is a good one to 
develop the loop of the e. Try it with a rolling arm move- 


(Gwen 


Practise for some time on the e. Count 1, 2, 3, Met- 
184-208. Bell 4. Rate 45 to 55 per minute. The 
down stroke should cross the swing stroke slightly above— 
never on the base line. Criticise your forms closely after 
you are sure you are writing with muscular movement. 
Then try to correct the errors—if you are making any. Ask 
yourself these questions. Does the letter commence on the 
base line? Is the first stroke a nice underswing? Is there 


ment. Count 12. Metr. 184-208. Next try the exercise 
shown in the latter half of the headline. This tends to pre- 
vent too much curve in the down stroke and helps to de- 
velop proper slant. Count 7, making a slight pause at 6. 


BALA SL ee 


a clear loop at the top? Can you see the paper through 
it? Is the down stroke nicely curved at the base line yet 
not too rounded? Is it on the main slant? Is the finish- 
ing stroke upward and to the left? Is it the same height 
as the top of the letter? Was it made with a flying finish? 

Write a few groups of i and e joined together. This will 
help to emphasize the difference between them. 

Loop the e a lot; but never loop an i. 

Give the i its dot, and always put it high. 
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Supplementary Words : 


You can develop splendid rhythm in writing this word. 
Count 1, 2, 3, 4, 5, or over, over, over, swing, down, swing. 


Hie Je ee eee 


Write a few lines of supplementary words. Notice the 
double curve from e to n in men. 


eet OP Pes A ee, BA 0 =A AA Ae = eS See 


In this line you are given for review all the small letters 
you have studied thus far. Aim for uniformity in starting 
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and finishing strokes. Notice the difference between the 
overturn and underswing starting strokes. Finish all letters 
at the proper height. 
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THE OVAL CAPITALS—RIGHT OVAL GROUP —I, J. 


It is quite a long time since we had a lesson on a capital 
letter. We learned several small letters in the meantime so 
that we could write words, for as you know words do not 
consist of capital letters alone. Name the small letters you 
have learned since our last lesson on a capital. 


" GHLIIISD 


This is a good movement drill. Commence with a flying 
stroke well below the base line, make a narrow oval—or a 
large loop— retrace this, and on the sixth count finish with 


Study this form, and when you can shut your eyes and 
still “see” it quite plainly, try writing a line of I's. Count 
1, 2, dot. Metr. 184-208. Beli 4. Rate 40 to 50 letters per 
minute. 


Compare your letters with those in the Manual, and 


The I is another member of the oval group but is it 
developed from the left oval? Study it and see. Commence 
this lesson with a right-oval exercise and then try some 
narrow oval drills. Make about 184 to 208 ovals to the 
minute. Metr. 184-208. The I is a letter we use very often. 
Think of the number of times you use it in writing a letter 
to your chum. The capital form is always used for I as a 
pronoun, so we must try to make it well. 


DOMGVOM 


a curve and a dot—that is, a gentle pressure on your pen. 
Count 1, 2, 3, 4, 5, curve, dot. Metronome 184-208. 


ALIALALAIL LA 


find out exactly where they differ, then try again. Do not 
lose heart, for this is a very difficult letter to make nicely. 
Above everything use a free gliding movement, and do not 
yield to the temptation to draw the letters. You will never 


“learn to write a rapid, business hand by that method. Put 


your hand on the railing and keep on climbing. 


Desire good handwriting. This will help you to acquire it. 
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This is a good practice word. Study the form of letters 
and connecting strokes. Write the word Ina several times 
and compare your writing with that in the Manual. Notice 
how the I is joined to n in the word In. Make a distinct 
pause at the extreme left of the I and swing to the top of 


the n with a double curve. I can come, is our first sentence. 


Write it about 3 times in each line across the page. Turn to 
page 39 and read again the rule regarding spacing and 
apply that rule in the writing of this sentence. 
lar movement. 


Use muscu- 


This lesson will be a fairly difficult one and you must 
give it careful attention. Have a good look at the J on this 
page. Notice what a long, straight back it has. It has also 
2 loops, a wide one above and a narrower one below the 
base line. The only other capital letters this long are the 
Y and Z. In order to be able to make this long stroke 


COO? Cee 


The first drill shown here will help you to get the start- 
ing stroke and top loop correct. Commence below the base 
line with a flying start and carry the pen to the upper line 
as though you were going to make a right oval, but instead 
of completing the oval take a short cut back to the base line 


with Muscular Movement you should practise the exercises 
in this plate. They are old friends. Try to do them better 
than you ever did before, and do not allow finger motion. 
Try to think you are making a long, straight back for the 
J. Count 8 for the first drill and 100 for the second. Met- 
ronome 184 to 208. 


Ah 


Count 1, 2, or 


bringing the down stroke on the main slant. 
curve, slant, 

The second drill on this line consists of sliding up and 
down the back of the J to develop a well-shaped letter. 
Count 7. Metr. 184 to 208. Flying start and finish. 


“The man who misses all the fun is he who says, ‘Jt can’t be done.’ ” 
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When you can make a fairly good form of the previous 
drill with arm movement, study the letter shown here. Ex- 
amine it in detail before attempting to write it. Notice 
especially proportion, slant, starting and finishing strokes. 
Like all other capital letters, it is three-quarters of a space 
high and like all lower loop capitals it extends one-half a 
space below the base line. The starting stroke commences 
below the base line upward and leftward, and the finishing 


Supplementary Words: — 


Notice how nicely the J joins to the a in Jane. The 
finishing stroke of the J becomes the initial stroke of the a. 
Count J-a-n-e. Watch your spacing between letters and 
between words. Finish the e properly. 


This will be an easy lesson for a change. You are now 
asked to spend some time perfecting the form of one of the 
very first letters you learned at school. Look closely at the 
s. From which oval is it developed? Try a few minutes 
practice on both ovals and then try the exercise shown here. 
Make it at first about one space high, and in the next line 


LR PLL RPEP RE 


stroke crosses the downward stroke on the base line, and 
then curves rightward. Of course you will not get all these 
points perfect, but do the best you can. The main thing 
just now is to use free Muscular Movement, and sit in a 
good position. If you study form, and practise faithfully, 
the results are bound to be good. Make a few imaginary 
forms in the air and then try a few lines on paper. Count 
3. Metr. 200. Bell 4. Rate 50 to 60 per minute. 


fone fare fare 
franc fore 


in the supplementary words you will notice a new con- 
necting stroke—a double curve since the J ends with an 
overturn and the next letter commences with a swing stroke. 
This is rather a difficult combination and requires much 
practice. 


reduce to one-half space. Commence with an under-swing. 
Make a slight retrace at the top without a loop, then slide 
to the right and curve to the base line and up to the starting 
stroke. Repeat by retracing 3 times, then finish with a 
dot, being careful not to make any loop at the base 
line. Count 1, 2, 3, 4, 5, 6, 7, 8, dot. Metr. 184 to 208 


Ease is the result of practice. 
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Study the large retraced form until you can visualize it, 
then look at the s natural size. Perhaps you remember that 
on page. 38 in your lesson on the i you were told that 
the s and r belong to the underswing group. The height of 
the underswing was not mentioned. In both the s and r this 
swing stroke is a little taller than the first stroke of the un- 


This is a nice rhythmic exercise and you can glide right 
along as if on skates. Notice there are 5 letters in the group. 
This will provide a change for you. Try to get the height, 
slant and spacing uniform, and avoid making loops at the 
bottom. Try this rhythmic count “O, glide, O, slide, O, stop, 


derswing minimum letters, but not so tall as in the 3 
Practise the s until you are satisfied you can make it well. 
Count 3. Metronome 184 to 208. Bell 4. Rate 45 to 55 
letters per minute. Notice the slant of this letter as shown 
by the dotted line in the retraced form. 


at the bottom of the s. How long, how long do you stop 
at the bottom of the s; Not long, but you stop every time 
at the bottom of the s. O why, O why, do you stop at the 
bottom of the s? O, to close up, to close up, to close up, the 
bottom of the s.” 


LALLY ZA | Atte SAA a ee 


Supplementary Words :— 


In writing the word sun make the gs a little taller than 
the u or the n, Watch the spacing and do not loop the s. 


. 


AACA A At 


Notice the height of the s in the supplementary words. Be 


very careful of this point. Practise several lines of each word. 


Remember the requisites of Good Writing—Legibility, Uniformity, Rapidity and Ease. 
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The r is grouped with the s for several reasons. They and and 2. Note the slant of downward stroke 2. This is 

start and finish alike. They are the same height. In this . a difficult form and requires considerable practice.....Count 

respect they stand alone. Each of them has a little retrace 1, and, 2, 3. Metronome 192. Bell 4. 

at the top. The movement exercise you practised for the s 

is a good one for developing the r. After this drill, study In the groups, strive for uniformity in the three S’s. 

the retraced form before attempting it. There are distinct Do you remember what they are? Count 7, or swing, 

pauses after 1 and 2, but only a slight check between count 2, swing, 4, swing, 6, 7. 


OER ee el td A hh MH 


92 Supplementary Words:—  “7?7720-CLE€~% MBL LE DATE 


: In the word rare notice the height of the r’s. : They are | the r in the middle and at the end of words. Notice the 
higher than the a or e. Watch your slant, spacing, speed, | 


and shift. In the supplementa: rds you will be writing double curve from m to 0 in more. 


93 
This is an optional form of r, and is preferred by many of the n. It is not quite so high. Notice the retrace and 
penmen because it is more rapid. Study it closely and prac- finish. Be sure to retrace this stroke or it will look like a 
tise it. The first stroke is almost the same as the first stroke v. Count 1, 2, or 1, and, 2. 


Always sit in a healthful position, Study the illustrations. 
45 
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Supplementary Words :— 


This is a very nice movement word. Try making a few 
imaginary forms to get the swing. Count m-i-r-r-o-r, dot. 


pee. 


MAKING OF FIGURES 


You were told in the early part of this Manual that one 
of the essentials of good writing is legibility. This applies 
to all work done in writing, but it is especially true of the 
making of figures. Even if a letter is sometimes poorly 
formed in a word, the reader can tell what it is by its con- 
text; that is, by the other letters in the same word, or by 
the words of the sentence. This is not true of figures. Each 
figure stands by itself, and must be read by itself, and as 
figures are one of the most important things in the business 
world, you will agree that it is very important for you to 
learn to make them well. It will also be a great help to 
you in solving your problems in Arithmetic. 

Business people tell us that it is very important for 


their employees to be good figure makers. You must de- 


OIL LAID LE Fee 


Watch the retrace in each r. Practise the supplementary 


words. 


vote, then, much time to the study and practice of figure 
formation, and again you will find that the best and quickest 
movement to use is the Forearm Muscular Movement. In 
all your figure practice, keep in mind these essentials— 
(1) Legibility; (2) Rapidity; (3) Neatness; (4) Size. The 
only new point mentioned here is size. Most of the figuring 
in business life is done in small spaces and we must learn to 
make small, neat figures. They must be quickly made, and 
as we said must be legible. Figures should be the same height 
as the minimum letters—or slightly higher with the ex- 
ception of the 6, 7, and 9. These are a little longer as shown. 


After studying and practising the standard and optional 
forms here shown, use them in all figure work. These forms 
are simple and can be quickly made. Some of them are 
somewhat similar in form, but each one will be dealt with 


separately. 


Trifles make perfection. but perfection is no trifle. 
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1, a quick motion. Make figure 1 with a flying start but a 

Figure 1 is merely a short downward stroke on the standing finish. Finish with the pen point on the base line. 

main slant and standing on the base line. Practise the push Count 1. Take care to bring the downward stroke on the 

and pull exercise one space high, as shown, using a free, main slant. Do not use any additional lines or curves. 
muscular movement. Try next a line or two of figures. Use Make figures about one-third space high. 


QOQOOOO OC Seg ee Veg Dogs 


Va Wa Wa 
Ny ee ae a a ee na 
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The 2 is the same height as the 1, but is quite different finishing stroke as shown. Do not allow it to run along the 


in construction. The first form shown commences with a 
dot or check start and ends with a flying finish. Practise 
the exercises as shown to help develop the first part of the 
figure. Next, study the large, retraced form and then prac- 
tise making the figure. Count 1, 2, Sor Dot, 2, 8. Make the 


s. 
* 


base line, as the 2 might then be confused with other figures. 
Study the optional form as shown. It differs from the other 
form in having a little loop at the base line and it finishes 
with a double curve. Perhaps you will like it better, but 
it cannot be made so quickly. 
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The 3 starts the same as the 2 but finishes differently. 
It is all developed from the right oval. Practise the exer. 
cises shown on the above line. You will understand the 
value of these. It does not make much difference whether 


SESS FFF F999 


FGPIGPIBG IBF P BAI TIA see 


you make the 3 with a small, centre loop or not. Count — 
Dot, 2, 3. Standing start, flying finish. Make your figures 
neat. 


LD BEA 


th Hh Lhe the te th LL the te he Bh th Lh the 4h 


be the ip. tf- if Ue th ipihwpebtuypyy ee See 


The 4 is rather difficult and requires much practice, but 
this figure presents a very pleasing appearance if well made. 
Notice the slight double curve in the horizontal stroke. 
This is perhaps just a little quicker than the straight line 
stroke as shown in the optional form, for after finishing it 
the pen is in a better position to make the second down- 
ward stroke. Practise the drill shown on line 103. In the 
lateral exercise shown do not use wrist motion, but let the 
hand glide from one down stroke to the next, with the whole 
forearm pivoting on the muscular pad. Count 8. Metr. 
184-208. If the down stroke in this exercise were made a 
little longer, and the lateral stroke a little shorter, you would 
have the first two strokes of the 4. 

In the second exercise do not raise your pen at the end 
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of the lateral stroke, but continue upward and leftward as 
shown, and finish on the base line, with your pen on the 
paper. 


Examine closely the retraced form, then practise the. 
figure. Notice particularly the horizontal curved line, and 
the curved finishing stroke. The horizontal line is a small 
distance above the base line, and has no loop at its junction 
with the first downward stroke. Raise the pen while in 
motion after completing this stroke, and swing to the left, 
starting the last downward stroke with a simple curve, and 
finishing on the base line with a standing finish. Notice 
that the second downward stroke is a little taller than the 
first one. Count 1, 2, 8. Bell 4. Metr. 184-208, 


at 
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SaESBOOOD 


EMEA SS GOS FS SSSR SSS 


eS SSF SD LPP SOG AD GID 


Two forms of figure 5 are here shown. They differ only 
in one stroke. Use the form you prefer. Practise the hori- 
zontal right ovals as shown, for you will notice the lower 
part of the 5 is merely a flattened oval extending well to 
the right side of the figure. 

In the next drill start with a downward stroke on the 
main slant as if to make figure 1, but instead of carrying 
this stroke to the base line, make a retraced horizontal oval 
as shown. Notice that the greater part of this oval is to 
the right of the downward stroke. The horizontal stroke at 
the top and right is the last stroke made, and in this form is 
very slightly curved. Count 7. Metr. 184-208. 


The 6 is the only figure that extends higher than the 
others. The 6 consists of a down stroke starting on the main 
slant, and curved at the base line finishing with a downward 
stroke completing a left oval. A good movement drill is 
here shown. For the first one count 10, the first 5 counts 
being for the retraced drive and return, and 5 for the left 


After studying closely the large figure shown here, 
retrace it with a dry pen till you know the form and have 
the swing of it. Practise a few lines of 5’s, and compare 
your figures with those in the Manual. Be careful not to 
bring the first down stroke too near the base line. Leave 
a distinct opening at the left of the oval. Join the finishing 
stroke to the starting stroke. Do not leave any gap. Make 
5 the same height as the 1, 2, and 3—about one-third space. 


The horizontal stroke in the optional form is parallel to 
the base line. In all other respects the two forms are 
similar. 


«© bh bh b bo b bo lecce lovee, lovee lovee) 


110 ° 


oval. Do not lift the pen in going from the first to the sec- 
ond part of this movement. Count 5 for the second drill 
shown on this line. Metr. 184-208. 
The 6 is taller than the 1, 2, or 3. 
easy movement. Notice the graceful curve on the rounded 
part. Close up this oval. The finishing stroke is downward. 
Count 1, 2, or down, curve. Metronome 184-208. Bell 3. 
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Make it with a free, 
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The 7 and 9 are the only two of the figures that extend 
below the base line. You will notice in the first form of 7 
shown, that the starting stroke and horizontal curve are 
much the same as the corresponding stroke in 4. Practise 
the first exercise shown in the line above. The second drill 
gives further practice for this curved stroke. 

Examine closely the large 7 shown here. 
starting stroke, followed by a horizontal double curve and 


It has a check “~ 


finishes below the base line with a standing finish. This 
downward stroke is on the main slant. Count 1, 2, 3, or 
Check, 2, 3. The optional form shown has no double curve, 


and you will notice that the horizontal and main slant lines 
are connected by a curve. Count 1,2. In making this form 
do not round it out too much. Finish with the pen on the 


paper. 


TELERLLLLELELLSLOL ELLE LLY 
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The figure 8 requires close study and much practice. It 
is composed of two compound curves as you see. The first 
stroke in making this letter should be towards the left. 
Do not make it backwards. Practise the double loop exer- 
cise. Notice the slant of these in the headline. Both loops 
are about the same size. Use a flying start and finish. 
Make them with arm movement. Count 8. Metr. 176-200. 
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Pay particular attention to the curves of the 8. Notice 
the direction of the starting and finishing strokes. Try to 
make both loops about the same size. Count 1, 2. Flying 
start and finish. Metronome 176-208. Bell 3. 

Wherein does the optional form differ from the first 
one shown? Use the form you like better. Perhaps the 
latter form is more speedy though not quite so graceful. 


LEG 


AdAAAO 


The 9 extends below the base line the same distance as 
the 7.. The first stroke resembles the a and the down stroke 
is on the main slant with a standing finish. The drills shown 
on this line will help develop the form of figure 9. Count 10 
for the first one changing from the oval to the push and pull 
on 6. For the second drill count 7, one for the oval part, 
and the remaining 6 for the retrace. 


The figure 0 is the same as the body of a small o. Make 
it with a quick oval motion. Flying start and finish. Be 


sure to close it at the top. Do not leave any gap there. The 


Practise all the figures as shown. Plan practice work 
for yourself, taking care to use all the different figures. Pay 
special attention to the ones which you find most difficult. 
Keep in mind throughout your practice that figure work 


LDEGP GF FIG TFIID 
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The large figure will show you the form of the 9. It is 
the same height as the 2 or 3. The a part of it does not 
rest on the base line. The downward stroke finishes below 
the base line with a standing finish as shown. Be sure to 
close this figure at the top. Count 1, 2. Metr. 176-208. 
Bell 3. 


CO IeZOL OF O~C One 0 ONO 0 OO OMe 0 Oa 


0 is the same height as the 9. Count 1,2. Metr. 184-208. 


Bell 3. 


A ithe Do: efals oe fe PAGO 


should be legible, rapid, small and neatly done. Care must 
be taken, however, not to make figures too small or they 
will not be legible. Increase your speed until you can write 
at the rate of 85 to 110 figures per minute. 


Figures should be written quickly and accurately. Use a free, muscular movement. 
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In making columns of figures for addition etc., it is 
essential that the alignment be correct. A good way to 
develop proper alignment is to turn your paper sideways 
and write columns of figures using the ruling of your paper 
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4 PAIES 

@7EF GO POPES eS 
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as a guide. Then try the same thing using unruled paper. 
Put plenty of dash in your figure practice, so that you may 
develop speed without sacrificing form. Use muscular move- 
ment. 


OVAL CAPITALS—COMPOUND CURVE GROUP—D, L. 


We are getting well along in the alphabet. Today’s 
lesson is on the last group of the oval letters. The D and 
L are purposely left till the last of the group because they 
involve a new principle—the compound curve. Study the 
D and pick out 2 compound curves. This is always a 
difficult curve in writing and requires much practice. Try 
this double loop exercise, making it at first about one space 
in height. Commence with a flying start at the point and 


in the direction shown above. Be very careful to avoid 
separate wrist motion in this drill. Endeavour to produce 
good double curves, with the tops as well rounded as the 
bottoms. After trying a few, turn your paper upside down 
and see if their appearance is the same. It should be. 
Count 8. Flying start and finish. When you can do this 
drill well, try the smaller form shown in the plate, but avoid 
finger movement. 


Practise penmanship in your spare moments. 


1 
lo 
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There are two good specific movement drills in this line. 
The first one will help to develop an’ oval-shaped body to the 
letter, and a graceful finishing stroke. The second one will 
develop two good double curves, and a horizontal loop. For 
the first drill count 7 as shown. 1 and 2 are the double 
curve strokes, 3, 4, 5, 6, the left oval and 7 the finishing 
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As usual, study the retraced form before trying the 
letter. This is a graceful form of D and is not very diffi- 
cult to make. Count 1, 2, 3, or double, curve, finish. Met- 
ronome 184-208. Bell 4. Rate 45 to 60 per minute. Make 
a few lines and compare your forms with those in the Man- 
ual. Criticize your work carefully and then just as zeal- 
ously try to correct your errors. A good finishing stroke is 


1 5 pia es 


| 


ON a 


stroke. Flying start and finish. Metr. 184-208. Height one 
space. 

For the second drill count 2. Metr. 184-208. Bell 
3. Make the down strokes light. Try to make a loop as 
shown in the line above. The nearer you make it to the 


horizontal the better it will look. 


necessary to give a pleasing appearance to the D. .J*inish 
like the O or C. 

Let us remind you again about your position, your pen 
holding, the angle of your paper on the desk, the direction 
of your downward strokes, the placing of your left hand, 
the elevation of your wrist, and last but not least the move- 
ment of your arm on the muscle of the forearm. 


wey ee we Lage 


127. Supplementary Words :— po mo 22.23 


Look carefully at Line 126. Use a free, easy move- 


ment and swing from one letter to the other with grace. 


Dny; a speed test and see how many times you can write 
this name in a minute. Can you write it 8 times and 


keep the form good? 
and the n. 

In the supplementary 
joining the D to the o. 


Watch the finishing strokes of the D’s 


words notice the method of 


Use Forearm Muscular Movement in all your written work. 


leo | 


The L is a twin brother to the D. They each have 
two double curves and a flying start and finish. The same 
general movement exercises will do for both, but this drill 
gives you a little variety. Alternate the left oval and double 


Three good specific drills are shown in this line. Try 
separate lines of each. Study them and see the development 
of L. Then try the first one. Notice that the same start- 
ing stroke is used in all. The first one helps to develop 
a good start and a nice loop at the top. Count 7. Metr. 
184-208. 

In the second drill, instead of swinging to the right on 


Ee 


ae 


Study the retraced form and try it before writing the L 
three-fourths of a space high. Notice particularly the start- 
ing and finishing strokes, the double curves and the small 
horizontal loop. The starting stroke commences about half- 


Bend the thumb. 
54 


Keep the thumb still. 


loop exercises across the page. Count 7 for the ovals, and 6 
for each of the loops. Notice the slant of the ovals and the 
shape of the loops.. Use arm movement and a light touch. 
Write on both points of the pen nib. 


SO Zee 


count 7, bring your pen to the left, form a horizontal loop 
and finish with a double curve below the base line on 8. 
Aim to get a well-shaped loop on 7, and a free flying finish 
on 8. Try several of these before attempting the last drill on 
this line. The main purpose of this last one is to help de- 
velop a good horizontal loop and a free finishing stroke. 
Count 9. Metr. 184-208. 


26 LLL LL LLL. 


way between the lines. Count 1, 2, 8, or swing, double, 
curve. Metr. 184-208. .Bell 4. Rate 45 to 55 letters per 
minute. This is a splendid movement letter and you should 
practise it often. Avoid wrist and finger movement. 


Glide the last two fingers. 


131 ee eee, ee eg wee, 
132 Supplementary Words -— Limes ccema SCRAPE COPEL 


Here is an easy word to write—Lena. Start and finish Move your paper leftward as you write across the page. 
with muscular movement. See all the double curves. Count | This is a suitable word for a speed test. Can you write it 20 
them. Bring the swing stroke inthe a wellup. Count L-e-n-a. times a minute and do it well? 


OPTIONAL FORMS. | the one you prefer. Count Dot, 2, 3, or Loop 2, 3. After 
Here are two other styles of L. Try them. Then use | making the dot or loop, bring the pen upward and leftward. 


Practise the D and L alternately. Make both the same | each. Each letter should be made with a “flying” start and 
height—about three-quarters of a space. Count 1, 2, 3, for 


a “flying” finish, 


Do vour best writing in every piece of written work you do. Your penmanship will steadily 
improve. Always think good writing. Be optimistic. ‘Day by Day in Every Way My Writing 
is Getting Better and Better.” 


Or 
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we Weleh retrace 


5 


MINIMUM LETTERS—v, w, x. 

The v and w are much alike. Study them and see points 
of similarity. They have a peculiar finishing stroke. You 
will find the same finishing stroke in the b. Notice the re- 
trace, which enables you to join the v to a succeeding letter 
with a proper curve, and at the correct height. See line 136 


JZ, 
LOPES 
Try the different exercises shown on this line. The first 
stroke of the v is the same as in the n and m. For the first 
drill count 1, 2, 3, 4, 5,6, 7, pausing slightly at 6 after making 


the retrace. The second drill gives a good practice on the 
retrace. Count 1, 2, 3, 4, 5, 6,—finish. Metr. 184-208. 


Sf lO" ae ee 


Study the retraced form. There is no pause in the 
motion of the pen until you are commencing the finishing 
stroke. Count 1, 2, 3, or 1, and, 2, 3, or Re-trace, 3. Note the 
main slant as shown in the retraced form. Make a slight 
pause between the second and third counts. Metr. 176 to 200. 
Bell 4. 


Now try the v in groups. This is a good movement 


Supplementary Words :-— 


Be careful of the starting and finishing strokes in this 
word. There is a simple curve between the v and i and a 
compound curve between the i and m. The downward 
stroke of fhe i and the three downward strokes of the m 
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exercise. Use a gliding motion and aim at uniformity. Strive 
to produce a double curve in swinging from one letter to 
the other. In order to do this you must retrace each time 
and make a very slight pause before swinging over to the 
next letter. Count 1, 2, 3, 4, 5, 6, 7, or 1, 2, 3,—one count for 
each letter. 


should all be parallel, and all on the main slant. Shift your 
paper as indicated. Count v-i-m, dot. Do not forget the 
supplementary words. Write at least one line of each sup- 
plementary word. 


Count 8 
139 
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The w commences with a short underswing but ends tom of the retraced line. Metronome 184 to 208. Notice the 
the same as v. A good movement drill is here shown. Keep w enclosed in dotted lines in the plate. If you have much 
tops pointed but bottoms rounded as in the letter. Try a difficulty with the retrace, try the exercise shown at the end 
few lines of this drill one space high, then reduce to about of line 135. 


one-half space. Count 8—with a slight pause at 7, the bot- 


140 
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Can you see part of the v in the w? Study the re- restful position for writing. Do not be offended because 
traced form. Flying start, flying finish. Count 1, 2, 3; 4 these points are repeated, for children and adults also are 
Metr. 184 to 208. Do not use the bell. Try to make the apt to forget. Did you ever hear the definition the small 
spaces between the down strokes about the same width. boy gave for the word “memory”? He said, “Our memory 
Keep the wrist up and the hand gliding on the finger is what we forget with.” 
nails. See that your penholder is held loosely—not too near 
the point. In what direction is it pointing? Are both points Write the w in groups. Count 1 to 10, or 1, 2, 3, swing, 
of the pen nib on the paper? Keep your head erect and 4, 5, swing, 6, 7, swing. Metr. 184 to 200. Select the 
your shoulders well back, for you want to develop good best form you have made with arm movement and place 
sound lungs as well as good writing. Let your feet rest flat dotted lines as shown in the plate. Study your errors. 
on the floor and some distance apart; for that is the most Compare! Criticize! Correct! 
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Try a few lines of this word. Count a-w-e. Watch | In the supplementary words you have the w at the 
commencing and finishing strokes and curves between beginning and at the end of a word. Study the curves and 
letters. | write a few lines of each word. Be careful of the retrace. 


Keep the fingers of vour right hand together while writing. 


Or 
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With this lesson we commence our study of the last of 
the minimum letters. The x commences and ends like n and 
m. It is not so commonly used as these letters. It com- 
mences like the v but finishes differently. Try first the drill 
shown in line 143. Count12. Metronome 184 to 208. Move 


Study the retraced form. 
ance of the letter to bring the first downward stroke 
slightly to the left to leave a gap as shown, but you must 
not curve it too much. Give this stroke a standing finish. 


It will improve the appear- 
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your paper to the left after each 12 counts so that the slant 
will be uniform. Try these drills one-half space high. Watch 
starting and finishing strokes. The second drill on this line 
is a review of the first part of the n. In the third one notice 
how the downward stroke finishes towards the left. 


/ 


The second half has a flying start and finish. Count 1, 2, 
3,4. Metr. 184 to 208. Bell 4. Lift the pen at 2 and com- 
mence the downward stroke on 8. 


A OOO OFA pL FOO ea 


Supplementary Words :— 
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Write axe as shown. You will have to lift your pen in 
going from one stroke of x to the other. Count a-x-e. 

In the word six, make the s slightly higher than each 
of the other two letters. Pause at the bottom of the first 
58 


downward stroke of the x and curve it slightly back. See 
that the bottom of the next stroke is nicely rounded. Use 
a free, gliding, muscular movement. An optional form of 
x is shown on the last line of this plate. 
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REVIEW OF MINIMUM LETTERS 
TE PP EB (OD DUD hI aD OIE fA 


For underswing brothers, 
We’ve now travelled far, 

And first among others 
Are P, B, and R. 

Let us return to the capital letters for a few lessons. 
You will remember we completed the oval and double curve 
groups O, C, A, E, I, J, D, L. Today you meet the first of 
of the underswing family of capitals—the P, B, and R. The 
other members are S, G, T, and F. 

Spend a few minutes on the right oval today, for the 
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P is developed from this drill. There is always a temptation 
to spend more time on the left oval, but do not forget that 
many of the letters are right-oval ones, and so require much 
right-oval practice. 

When you are able to make well-formed ovals with 
Muscular Movement try this specific movement drill. 
Count 1 to 7, or swing, 2, 3, 4, 5, 6, 7. Then try the one 
shown on the second half of the line. The upper part is a 
horizontal oval and about one-half space deep. Count 7, 
Metr. 184 to 208. Do not use finger movement. 


r iP 2207 nae 


Examine the large form. Try it in the air. Flying start, 


how the swing stroke glides along the base line before rising, 
flying finish. Count 1, 2, 3, or swing, round, finish. Met. | 


much the same as an aeroplane does. This looks much 


184 to 208. Bell 4. Rate 45-60 per minute. Notice better than bringing it up quickly, forming an oblique line. 
166 
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ward strokes on the main slant. Try the other words 
shown. These give variety and practice in different com- 
binations of letters. 


This is an easy word to write. See how fast you can | 
write it without scribbling. It has a great swing. You will | 
like writing it. In writing the small letters keep all down- | 
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The B is a P with an extra curve and dot added. See The first exercise here was shown in the lesson on P, 


line 169. The loop made where the two horizontal ovals but it should be Preuss peeenion + is very es The 
overlap is about the centre. Use a free movement. Watch second drill on this line helps to develop a good loop. Count 

: = il 4.5516) 7 . Wh do th ll, th 
the swing start, the centre loop and the dot finish—that is, gat, Sisko By Sy Sot Bo YOU Call: G0 2d yee ieey, Loe 


2 : : 2 next exercise shown. Count 1, 2, 3, 4, 5, 6, 7, 8, dot. The 
finish with the pen on the paper making a slight pressure as last exercise will help you to make the finishing stroke cor- 


qn sayatdoes rectly. Count 1, 2, 3, 4, 5, 6, 7, dot. 


169 
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After a close examination of the retraced B shown here, Manual. 
make a line or two and then examine your work critically. tience and perseverance are sure to win in the end, and you 
If your movement is good you should aim at producing will soon be at the door of Good Writing. Count 1, 2, 3, 4, 
good form. Compare the letters you made with those in the dot; or Swing, down, loop, round, dot. Metr. 138 to 184. 


170 WE sk ee LOL TT. Ole es Ee 
171 Supplementary Words : ee TY 5 ere er ae 


You have a more difficult word to write this lesson. | stroke leaves the B. In the word Bowman notice the double 
Notice how the B is joined to the e. The dot finish taught | curve from B to 0. Practise this, for you will need to use it 
will help you to make this joining stroke, for you must pause | quite often. 
before swinging to the e making a sharp angle where the 


Find the cause of your error and try again. Pa- 


Do all your work neatly and carefully. 
‘ 61 
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be able to make a good R. Add a double curve finishing stroke 4. Count 4. Metr. 160 to 184. Bell 4. Rate 
stroke to the P and finish below the base line, as shown. 40 to 45 letters per minute. 


iin La Gon Zee Ly Le ae 
" LBB 20 PLR 21 PBR 


three letters of this group. Notice once more how very 
much alike they are. Study and practise the different 
methods of finishing the B and the s. 


Now that you have practised the P and B you should | See the little horizontal loop at 3 and the double curve — 


Study the forms before you and write several lines, 
pausing quite frequently to criticize and correct. For the 
supplementary copy this time you have a review of the 


OBI AOLE PALE AC TOTS TC 


On this line are shown four different business forms of | use them in your written work. Study them and decide for 
P, Band R- If you prefer them to the ones already shown, | yourself what specific movement exercises you should use 
you should practise until you can make them well and then to develop these forms. 


All optional forms should be studied closely. Practise the form you like best. 
62 
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- beginning stroke on dot. In the next exercise count 1, dot,— 
2, dot,— 3, dot,— 4 dot. The lines should cross about the 
centre. 


The next lessons will be on two other underswing 
capitals—S and G. Notice the likeness between them. We 
shall try the S first. Practise the drill shown, counting 1, 2, 
3, 4, 5, 6, 7, 8, dot. On count 8, curve the line and meet the 


etek Sees 7a 
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Study the large form of S until you can shut your eyes | and make the loop. Count 1, 2, dot. Metr. 184 to 200. 
and still picture it clearly. Notice the tall underswing, the | Bell 4. Rate 45 to 50 letters per minute. 
same as in P, B, and R. See the double curve crossing the In the next line are shown two other forms of S. The 
underswing and meeting it again at dot. See the dotted | first is useful for connecting the S with a small letter, and 
main slant line. ‘ | the second is a suitable form to use when the S stands alone 
Write the S with freedom. Do not reach for the loop | as in initials. Practise these forms and use the one you pre- 
with your fingers, but let your forearm pivot on the muscle fer. 


179 . as, ee, ee Sy hy ee 
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Notice the connecting stroke from S in these words. | Practise this until you can do it well. Watch the finishing 
In joining S to an overturn letter, a double curve is used. strokes. 


Study the forms in this Manual. Do not copy them. 
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The first stroke in the G is the same as the first stroke 
in the S—a tall underswing. The top is part of a left oval 
and the bottom is the reverse or right oval. For the first ex- 
ercise shown on this line count 7. Flying start and standing 
finish on 7. Try for a nice swing stroke and a well-formed 
oval. 

Count 7 also for the second drill, making a very slight 
pause at 2 to avoid a loop at that point. Finish with a dot 


oh q/ 
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on the swing stroke. 


The last drill is a combination of the first two. Count 
10, changing from left oval to right on 6, where a slight 
pause is made. Finish with a dot. See that the ovals over- 
lap. Can you see the form of G in the exercise you are 
making? If not, you are not making it correctly. Do your 
best. Don’t scribble. 


4 4 44 4 3 G4 G 
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After you have studied the large form and can make 
the motions necessary to produce it, try it on paper. Count 
1, 2, 3, dot. Metr. 192-208. Bell 4. Rate 40 to 50 per 


minute. Use a swinging motion, letting the hand glide freely 
on the nails. Hold the pen lightly, not tightly, and do not 


let your fingers sprawl. Does your work show improve- 
ment? Let us hope so. When you have mastered this 
form of G try the ones shown in the next line. Read again 
the directions given for the optional forms of S. 


Use a medium-pointed steel pen nib in your writing practice. Keep it clean and bright. 
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Swing gracefully from the G to the e in writing Genoa, 
and use arm movement right through the word. Do not 
forget the retrace in the v in Geneva. Notice the method 


CBR S 4 


Before proceeding further, review the underswing cap- 
itals thoroughly. You may have more difficulty with one 
than another. Give special attention to the ones which you 
find the most difficult. Practise until you can make them 


of connecting the G with the following letter in the sup- 
plementary words. 


sol AS weal sede oad 


all well. All starting strokes begin on the line. They should 
be well curved and not too long. Watch the height. Use 
muscular movement. 
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Half-space Small Letters—t and d. 


We now return to small letters for a few lessons. But 
you must be reviewing your work constantly. Think good 
writing every time you write, and you will be surprised to 
see how your hand will respond to your thoughts and de- 
sires. The t is an underswing letter, but the first swing 
stroke is higher than that of any small letter yet studied. 
What letters from this family have you studied this year? 


Do you remember anything peculiar about the height of 
the underswing in the r and s? This stroke in the t is one- 
half a space high. There are only two other small letters 
commencing with an underswing this height. Can you name 
them? You will meet them later on. The exercise shown 
is a good movement drill. Count 10. Make the left oval 
part to count 5, and swing to the drive and return on 6 with- 
out raising the pen from the paper. You will notice how 
that will help in making a good form of t later on. 


umm Ay fff fo 2h fe MY MAY 


Try the exercises shown here. Study the t and you 
will see the need for these drills. Use a light touch and 
a quick motion. In the third exercise, let the downward 
stroke retrace the underswing about half-way. Make a 


standing finish on the base line. Count 7 for the last drill. 
Metr. 184 to 208. This is a good movement exercise, and 
helps to develop a retrace with no loop. 
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Study the large retraced form of t. Try it in the air 
and with a dry pen over the form before you attempt to 
write it. 


Sit in the correct writing position. Place your arms and 
paper correctly. Use the muscle of the forearm as a pad 
and do not reach for the top of the letter. Write a line or 
two and then stop to criticize your own work. Remember 
the railing of the stairs leading to Good Writing. There is 
no royal road to Good Writing. It means much study and 
diligent practice for us all. 


Count 1, 2, 3, cross. Metronome 184 to 208. Flying start, 
and finish with a light flying stroke for the cross. Make 
this cross stroke a short horizontal line bisected by the stem 
of the letter. Place it nearer the top of the letter than the 
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bottom—about three-fourths of the way up. Do not make 
the t more than one-half space high. For the group drill, 
count 1, 2, 3, 4, 5, 6, 7, cross, cross, cross, or 1, 2, 3, cross, 
cross, cross, counting 1 for each double stroke. Strive for 
uniformity in the three S’s. 

Watch your finishing strokes. Check the motion slightly 
at the base-line each time in order to secure correct slant 
for the t. 


The cross of the t 

Is bisected, you see. 

Flying start to the right 

At three-quarters the height. 
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Supplementary Words 7— eee, Ate ery © 3 


We shall commence our word practice with a simple 
rhythmic word—ten. Join t to e with a simple curve and 
use a double curve from e to n. The t is twice as high as 
the e or n. Count, t-e-n, cross, crossing the t on the word 
cross, Write about 7 words to a line, and at the rate 
of 25 to 30 words per minute. 

In the supplementary word writing, your attention is 


called to the curves between the letters. Study before at- 
tempting to write—then write without looking at the Man- 
ual. What do you notice about the height of r, t, e, and s in 
rates? Draw a line along the top of the a and e and another 
over the r and s. Is the t higher than either of these lines? 
It should be. 


Watch starting and finishing strokes of all letters. 
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This is called “final” t. It is easily and quickly made and 
is a form much used by the best penmen when it is the last 
letter in a word. Look closely at the large form. Study it. 
Watch for it in a capital letter later on. Make the necessary 
motions, then write a line. Count 1, 2, 3. Metr. 184 to 208. 
Rate 60 to 80 per minute. Notice that the first two strokes 


are the same as in the other form of t, but the last one is an 
overturn, not an underswing, and does not exceed the height 
of the minimum letters. Use a flying finish, rightward and 
downward. Do not retrace, but swing away from the 


downward stroke. 


94 Supplementary Words: LZ pi PEE es 


The capital S is three-fourths of a space high. What is 
the height of the t? Be careful of this difference in height 
when you write this word. You will be using this abbre- 
viation quite often in addressing envelopes, and wherever 
you use the short form for Saint and Street. Check the 
motion of the pen at the extreme left of the S, then swing 
to the t, using a light, free movement. Count §, t, dot—the 
dot being the count for the period. 


Try a few lines of the supplementary words. The first 
one shown is very commonly used at the first of your sen- 
tences. It is a good movement drill. Look through your 
composition and other written work and see how often you 
use this word. Practise it until you can make it well. Com- 


pare the swing from I to t with the corresponding stroke in 
St. 
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Study carefully all the letters and joining strokes in this 
sentence and write it in your best form. This is a good 
sentence exercise, and it is also good advice. Are you fol- 


Train well the hand and teach the eve to see. 


lowing it? Time yourself and see how many times you can 
write this line in a minute. Endeavor to produce a good form 
and use a free movement. 
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Our next lesson is on t’s twin brother. Can you see how 
much they are alike? You may say that d looks like a’s 
big brother. That is correct, for if you put an extra piece 
to the down stroke of an a, you have ad. The d is one-half 
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Compare the d with a and t. Study carefully. Then 
take the next step and practise. Count 1, and 2, 3. Metr. 
160 to 184. Bell 4. Rate 40 to 45 per min. Be careful of 
the start, the height and the finish. 

In the group drill use a good movement, and aim for 
the three S’s. Count 7. Metr. 160 to 184. Cover the stems 


199. Supplementary Words :— 


See the three a’s in dad. Write it with rhythmic mus- 
cular movement. Watch the height of the d’s. Count d-a-d. 
Very often this word is written with a capital D. Try it. 

Among the supplementary words you will notice simple 


a space high—the same height as the t, and one other letter 
which you have not met this year. Since the a is found in 
the d, try writing a few a’s. Watch the downward retraced 
part. 

Next try the movement drill. Swing the overturn weli 
to the right so that there will be no gap at point shown by 
the arrow. This would make the d look like ct. Push and 
pull on the downward stroke, and finish the same as a. 
Count 7. Metr. 184 to 208. 


teddy dada adh ALA 


of the d’s. Are there three a’s left? 
Look closely at d 
And an a you will find. 
Put a cross and you'll see 
That a t is combined. 


and double curves. Making them distinctive will go a long 
way towards making your writing attractive. It is well 
worth while. 
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The t has a fancy dress called final t, and as twins are 
usually dressed alike we must give the d another finishing 
| stroke. It is an easy, speedy stroke, atid is a general fa- 
; hie 4 vorite. Try it, Be most careful not to leave a gap at the 
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top of the “a” part. Finish below the base line with a flying 
finish downward and to the right. Use this form at the end 
of a word only, Count 1, 2, 3. Metro. 184 to 208. Bell 4, 


UPPER LOOP LETTERS. 


This lesson introduces the tall underswing small letters. 
They are also called the upper loop letters. They are all the 
same height as the capitals—three-quarters of a space—and 
the same general movement exercises will do for all. Spend 
a short time practising the two-space compact oval, and push 
and pull drills, for these upper loop letters require a very 
free movement. 


Study this letter closely. Note the proportions. See 
where the downward stroke crosses the tall underswing. 
Notice the i in]. That is a good test of its form. The loop 
is twice as long as the i, and the whole letter is three-fourths 
of a space high. Make it with a free, rhythmic motion. Avoid 
making a sharp angle at the base, and yet do not put too 
much curve on your downward stroke. Count 1, 2, 3. Metro. 


= 
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The specific exercises shown in this line are very much 
like the ones you did in your lesson on the t. Spend some 
time on these, particularly the last one, for it helps develop 


a downward main-slant stroke, thus preventing too much 
of a rounded effect. Count 7, checking the motion slightly 
on 6. Metro. 184 to 208. 
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184 to 208. Bell 4. Rate 45-55 per minute. Finish the 1 
the same as the i—that is with a short underswing. 

For the group drill count 7. Metr. 184 to 208. You 
may find it difficult to produce uniform work in this drill, 
but do your best. Cover the loops of the letters. Are there 
three i’s left? Use a free movement and the form will 
continue to improve. 


DI Ot OP AAD At!” LORE 
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In writing the word late you will have a good many 
things to think about besides movement. Study the curves 
between letters and the height of the letters. How high 
should the a be? the e? the t? the 1? Write this word about 
7 times to a line, and about 20 to 25 times a minute. In 


writing this and the supplementary words be careful to 
avoid the use of much finger movement. Perhaps we all 
reach for the 1 just a wee bit with our fingers, but the less 
we do of that the better. Notice the varying heights of 
letters in these words. 
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Write the sentence across the page, swinging right from 
the finishing stroke of one letter to the commencing stroke 


of the next. Say the letters as you write the word. Remem- 
ber the spacing rule. Apply it here. 


206 ast Se a BPEL AHF el ae 


The h is a combination of 1 and n, as you will observe. 
Use the same movement drills. Then try the exercises shown 
in this line. They need little explanation. In the loop ex- 
ercise see that the lines cross in the*right place—that is, 


Note carefully the slant, height and proportions of the 
h. It is the same height as the 1, and has a similar starting 
and finishing stroke. Notice that the downward strokes are 
parallel. The form looks very bad if the second downward 
stroke is not on the main slant. In making this letter you 
must use a very free, elastic motion for it is a long reach 
to the top of the h, and the lines will be shaky and tremu- 
lous if you use much finger movement. 

Use the nails of the little fingers as skates and do not 


look for the i. In the last drill count 6. Try to have all 


tops rounded and bottoms sharp without a loop or a re- 
trace. Watch the finishing stroke. 


let your wrist droop nor your hand lie over on its side. You 
cannot skate on the sides of your skates. Count 1, 2, 3. 
Metr. 160-184. Bell 4. Rate 40 to 45 letters per minute. 
In the group exercise strive as usual for freedom and form. 
Study the copy above. Make a line or two, then stop and 
examine the form closely. Place dotted lines as shown, and 
see where you need to improve the,form or slant. Count 7. 
Metr. 160 to 184. 


Push and pull and practise penmanship. 
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Here is a very common word. See how quickly you 
can write a line without sacrificing form. The three letters 
are all different in height. Can you tell what fraction of a 
space each should occupy? Commence the t on the base- 
line with a free underswing, and finish the e with free- 
dom, at the proper height. Watch the retrace in t and place 
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This lesson brings us to another member of the tall, 
underswing family. Compare it with 1 and h. You will 
notice quite a difference between the k and the h. After a 


“limbering up” on a two-space movement drill, try the spe- 
cific exercises shown above. For the second one count 7, 


You can form a good mental picture of the k by study- 
ing closely the large, retraced form. Then try it across the 
page—two spaces high. This letter requires much practice. 
There are two slight checks in the motion when writing the 
kk. These are indicated by arrows in the large form above. 


the cross correctly. Do not make it too long. Count t, h, 
e—cross. 

In the supplementary words you will find the h at the 
first and the last of words. Notice the curve from h to o in 
home. 


retracing on 3, 4, 5, and 6, and finishing upward and left- 
ward on 7. The second part of this letter is slightly higher 
than the corresponding part of h—that is, just a trifle over 
one-quarter space high. Pause slightly at 2 and 6. Avoid 
finger movement in the retrace. 


Ahh tet 


See that the first two lines cross at the proper point. Count 
1, 2, and 3. Metr. 120-144. Bell 4. Rate 30 to 36 per min- 
ute. Make the usual critical examination of your group drill. 
Try writing groups of three or four to develop freedom. 


Patience and perseverance are sure to win. 
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There are some difficult words in this lesson, but you smiling. To excel in anything requires concentration and 
are anxious to learn to write all letters and words well. Be effort. This is true of writing. Don’t you think so? What 
patient and persevere and you will win. We have some is the meaning of knack? It takes knack to write k. 


easy lessons for you later on, so just keep on practising and 


=i (oe EO ge A pee eh es 


Study this sentence before attempting to write it. you doing your best writing in the spelling and other les- 
Think of its meaning as well as its form. Do your best to sons? If so, you will not regret it. Remember that any- 
follow the advice it gives. thing worth doing is worth doing well. Try a few lines of 

You must think and act Good Writing in all written the copy shown above. Aim to make all loop letters the 
work, not in the writing lesson only. That is the way to same height. 


bring your penmanship up to certificate standard. Are 
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is used first, then a movement drill, ending with a retrace, 
Count 7. Metro. 184 to 208. 


The b is the last letter in this group. It is made up of 
parts of two other letters. Name them. Try the exercises as shown. 
shown here—a few lines of each. In the last one, the 1 stroke 


Plan your work. Work your plan. 
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The points to notice most carefully in the b are the 
long loop, the rounded base, and the retraced portion. Turn 
to page 56 and read the directions regarding the finish- 
ing stroke of v. By retracing a small way down it enables 
you to join the b to the next letter with a proper curve and 
at the proper height. Count 1, 2, 3,. Metro. 160 to 184. 
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Rate 40 to 45 per minute. 

Strive for freedom of movement and for uniformity in 
the group drill. Count 1, 2, 3, 4, 5, 6, 7, checking the motion 
slightly at the bottom of each retraced stroke, on counts 
2, 4, and 6. Notice the graceful swing from one letter to 
the other. What kind of a curve is it? 
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In the word but we have two simple curves as connect- 
ing strokes. Keep the t shorter than the b. Write about 
25 to 30 words per minute. Study the connecting strokes in 
the supplementary words before writing them. Always 
pause slightly at the bottom of the retrace, not at the top. 

In letters 1, h, k, and b 
A starting underswing you'll see. 
The 1 contains a little i, 
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But make it just three times as high. 
A study of the h will tell 

It’s just made up of n and l. 

Now add an 1 to little v, 

And b is what you'll surely see. 

The hard one by itself must stay, 
And this is where we place the k. 
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UNDERSWING CAPITALS—T, F. 


This lesson brings us back to the underswing family of 
capital letters. What was the last capital letter we studied 
from this group? Turn to page 64 and see. There are 
very many forms of T and F in common use. We have 
selected one that is easy to make and has a good appear- 
ance. You will like it after you learn to make it well. You 
have already learned the underswing and slant strokes. 


This is a drill to develop a good form for the top of the 
T and F. Count 1, 2, or loop, curve. Flying start and finish. 
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Study the large form. You will see that the first two 
strokes are identical with those in the small t. You will 
remember that we advised you to make a gliding underswing 
letting the pen move to the right along the baseline before 
rising. This gives a graceful starting stroke. Notice the 
retrace and the standing finish in the second stroke. The 
top line is a double curve and must not rest on the top of 
the stem like a hat. Keep it slightly above. Count 1, 2, 3, 4. 


Use Muscular Movement. 
74. 
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The only new stroke in this letter is the top part. You will 
see a double curve in this with a loop start. Try the double 
loop exercise. Do you remember the letters for which we 
used this drill before? Count 8. Try next the second drill. - 
Retrace the loop and finish with a nice double curve. Do 
not have the finishing stroke point upwards too much 
Count 8 Metro. 184 to 208. 


Metr. 184 to 208. Bell 3. Keep loop well rounded. Close 
it up. 


4 Ap 


Metr. 184 to 208. Set the bell at 3. Make the first two 
strokes to Bell, 1, and the next to Bell, 2. That provides 
good rhythm for practice on this letter. Make about 30 to 
35 letters per minute. Write a line or two of T’s. Compare 
your forms with those in the Manual. Decide where they 
need improvement and try again. Press lightly on your 
pen and use arm movement. 


Do not “‘wiggle’’ your fingers. 


224. Supplementary Words fe es 2 eee & 


Write a few lines of each word shown here and any only and good grammar just while the grammar lesson was 
others that you wish. Use muscular movement in all your on. The only way to master the difficult art of penmanship 
written work. It is not meant to be used in drill only. That is to practise good writing at all times, and not in the writ- 
idea was formerly held by some people, just as they thought ing lesson only. 


we should insist on correct spelling in the spelling lessons 


226 
227 ae 4 
This plate shows some optional forms. Study the | have been practising. Select the form you like best, and 
differences between them, and compare with the form you | practise it until you master it. 


ae FFF SSF FFF FS 


Very little additional instruction need be given on the | way up the stem. Count 5. Metr. 168-208. Bell 6. Rate 
F. Add a horizontal stroke to the T about two-thirds of the 28 to 35 per minute. 


229 Wet Fee eee 


230 Supplementary Words < nee oe fe 


Write a few lines of each word, stopping your work at | Do not leave too wide a space between the capital lett=r 
intervals to check up your errors and note your progress. and the succeeding small letter. 


Try these optional forms if you wish. Write them with arm movement. Make graceful double curves. 


LOWER—LOOP SMALL LETTERS—j, g, y, z, p—a, f 


232 
We return, in today’s lesson, to the small letters. ‘This base line. These loops extend one-half a space. Practise 
is the second last group. So you see we are progressing. the push-and-pull exercise as shown. Be careful of position, 
These constitute the lower-loop family. Notice how much penholding, and movement. Try to keep all angles sharp 
they resemble each other. They all have loops below the in this drill. Count 12. Metr. 184-208. 
/ 
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main slant. The first part of it is the same as the commence- at the baseline. Use a flying start and flying finish. Count 
ment of i. Round it nicely at the bottom, but do not curve 7. Metr. 184 to 208. 
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This drill is given to develop a downward stroke on the | the downward stroke to the left. The finishing stroke crosses 


After you have studied the large form try a line of 
j’s like these, then reduce to the proper size. Count 1, 2, 3, 
or 1, 2, dot. Metr. 160 to 184. Bell 4. Rate 40-45 per min- 
ute. Place the dot in line with the downward stroke, as in 


GOO FIV SPLAT? 


connecting strokes. Count 1, 2, 3, 4, 5, 6, 7, dot, dot, dot. 
Do not twist your wrist in this exercise, but use a lateral 


the i. In the group drill you will notice the double curve 
| motion of the arm. 


236 Supplementary Words :— 


You will find this an easy word to write. Count j-a-m, 
dot. Write it about 6 times to the line, and about 25 to 
30 times to the minute 


° . eo 

937 ES uy ly 
The g is another lower loop letter. Can you see the j 
in it? What other letter do you see in the g? Practise the 


a and j separately, then try the last drill shown on this 
plate. You know its purpose. Count 7. Metr. 184 to 208. 


Use a coarse pen nib if vou prefer 


In the supplementary words will be found simple and 
double curves. The latter are more difficult and require 
| more practice. 


RAD FFA. 


Read again the instructions given for the corresponding 
drill in the lesson on j. Close the a part at the top and 
finish to the right with a flying finish. 


heavier lines. Do not press on the penholder. 


4 
=] 


we LGA OI OI GEE GU V0 
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Examine carefully the large form. Motion it without 
writing, then write a few before reducing to the correct 
size. How high should the a part of this letter be? How 
far should the lower loop extend? Count 3. Metr. 160 to 
184, Bell 4. Rate 40 to 45 per minute. See the three a’s in 


the group drill. Count 7. Metr. 160 to 184. Aim to make 
the lower loop rounded at the bottom, but keep the down- 
ward stroke on the main slant. This is a good movement 
exercise. Try it also in groups of four or five. 


CUlGALITCDUG Daa ae 
240 Supplementary Words -— Villas aad ee a cagle/ 


See how freely the pen glides from letter to letter in 
this word. It is a good word to use as a movement drill. 
See the three a’s. Try to develop uniformity. Are they all 
the same height? Are the Jower loops of equal length? Is 
the slant the same? Do you move your paper to the left? 
Can you write this line right through with muscular move- 
ment, lifting your pen only to pass from one word to the 


‘Write about 7 words in a line, and 25 to 30 words 
to the minute. Stop writing and examine the form. Com- 
pare with the writing in the Manual and try again. In the 
supplementary word list you will notice the method of join- 
ing g toe and 1. This is rather difficult and requires prac- 
tice. Another form of g is shown in line 278. 


next? 


0 eens OMY A A YH 


The y is the third member of the lower loop group. No- 
tice the j again. This time the first part of the letter is not 
an a but part of a v. Practise as usual a two-space drill. 
at the beginning of this lesson. A push-and-pull exercise 
will help to loosen your muscles and develop a good down- 
ward stroke for the y. 

The y commences with an 
with that of the n, m, and vy. 
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overturn stroke identical 
Try the drills shown in the 


Keep the tops rounded and do not retrace on 
Finish the exercise by adding a j and 


line above. 
the upward stroke. 
the result is a y. : 

The last drill shown on the line is an old friend. You 
know its value. Spend some time on it. Do not practise 
aimlessly, but have a definite purpose in all your work. Do 
not be satisfied unless your writing shows improvement. If 
you study and practise faithfully you are bound to succeed. 
Good writers are made, not born. 


242 


Can you see the v and j in this large form? Notice the 
overturn stroke, the main slant downward stroke, the round- 
ed turn at the bottom, and the finishing stroke crossing the 
downward stroke at the base line. Study all these points 
and trace over the form with a dry pen, using a quick, 
elastic arm motion. Count 3. Metr. 184 to 208. Bell 4. 


ara Yt Stl GOD 


Rate 45 to 50 letters per minute. 

In the group drill you must take care to connect the 
y’s nicely. After making one or two lines of these groups 
pause and criticize your work. Look especially for the three 
S’s—Size, Slant and Spacing. Count 7, or if you prefer, 
count 3, one for each complete letter. 


243 ain oe cae eee Caw 


ie. 


244 Supplementary Words : 
This is a word in common use. You write it many times | should be able to write this word about 30 times a minute. 
a day. Try to write it well. Practise it across the page at 


| See how many times you can write you with one dip of ink 
| This exercise will help to develop a light touch and neat 
writing. 


apm ie 
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a good speed. Never stop to draw out the letters. That 
would undo all the good done in the movement drills. You | 


The z is a lower loop letter also. Notice that the down- 
ward stroke is quite different from the others studied. The 
initial stroke is sometimes made exactly the same as for the 
n and m, but in the form shown in this Manual the begin- 
ning stroke is the same as that used for the x. Try it and 
see if you like it better than the other form, which looks 
somewhat stiff and formal. 

In the first drill of this lesson you will notice that the 


strokes are the same as in the n, except the last one before 
making the lower loop. It is carried very slightly towards 
the left. Pause slightly at that point, and finish with a lower 
loop, as shown. Count 12. Metr. 184 to 208. If you look 
closely at the headline you will notice this slight curve in the 
first stroke of the z Compare the overturn strokes in the 


latter part of the line. Make a few lines of each and note 
the contrast. 


Commence and finish all letters with care. 
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249 


When you have the form quite clear in mind practise 
writing the letter. It will not matter if you make a very 
small loop at the base line, but do not let it project below. 
See that the letter is nicely rounded at the bottom. The z 
extends one-half space below the line, as does the j and y. 


GGIOGD GIF FIV GIF 


The upper part is the usual one-quarter space. Count 3. 
Metr. 184 to 208. Bell 4. Rate 45 to 50 letters per minute. 
The group drill here shown is a splendid movement exercise. 
Try to make well rounded simple curves in connecting the 
z’s. Count 7. 


248 Supplementary Words ; Steet A ets t tae 


Watch the initial stroke of the z in writing these words 
Do not lift your pen while connecting letters. Be careful 
when joining z toi or u.. What kind of a curve is used? 
Write a few lines of each word shown above. 

Sit in a good, healthful position, hold your pen lightly, 
keep wrist off the paper, and right elbow off the desk. Let 
the hand glide on the finger nails and do not “wiggle’ your 


The p has also a lower loop. Do you see anything 
peculiar about the height of the initial underswing stroke in 
the p? It is one-half a space high. Do you remember the 
other small letters with this half space underswing? Turn 
to pages 66 and 68 and examine the letters taught there. 
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thumb. Make sure that your paper is on the correct angle 
and move it towards the left as you write across the page. 
Use a blotter or spare sheet of paper under the finger nails 
when you near the bottom of the page. Use a gliding mo- 
tion in all your writing work, and see how your penmanship 
will improve. Always use a good pen nib and a well-shaped 
well-balanced penholder. . ; ; 


Gi (Ah tH Ft 4 f 


Practise the drills shown here. 

In the last drill retrace the downward stroke and do not 
make a loop on the base line when making the finishing 
stroke. Count 7. Metr. 184 to 208. Make the form well 
rounded at the bottom, not angular. 


very closely the large form in the line above. Understand 
| clearly the meaning of the arrows. Trace this form 


| several times before attempting to write it. It is 


Pb OOP AEE PPE 


iar : 3 the easiest to make of all the forms of p, but it is also easily 

This is the favourite form of p with the best penmen, spoiled. Watch particularly the height of the underswing, 

and as you are endeavoring to become a member of that and the open space marked x. Count 3. Metr. 184 to 208. 

class, you should practise it until you can make it well. It Rate 40 to 45 letters per minute. Bell 4. Do not bring the 
will be time well spent if you take a few minutes to study finishing stroke too high. 


2 fqn pope pascfrfoacpisefer porfd potp! pope 


The word pen offers a splendid drill on movement and p than for the other letters in the word. Write the sup- 
letter p. See what a fine swing you can develop in writing plementary words—a few lines of each. An optional form of 
it. Use forearm movement and let the pen glide from one p is shown in line 253. Notice the retrace. 


letter to the other. Make a longer upward swing for the 


254 Be pared ofuerdeveran ee Le SEC 


The statement made here is a true one. Think it over. | writing work? If not, you will have difficulty in climbing 
Have you developed patience and perseverance im your | the stairs to Good Writing. Write several lines of this sen- 
REVIEW OF LOWER LOOP LETTERS. tence and see what improvement you can make. 


e7G¢IF FILIF 44 740F 


RECREATION 


In nearly every line of activity there are times when 
we become tired of regular routine. Our work becomes 
monotonous, and we feel that we are not accomplishing as 
much as we should. At such times it might be well if we 
could lay aside our work for even a few minutes, and take 
a little recreation. If such recreation will relieve the mon- 
otony and also help us, even indirectly, with our regular 
task, it will be beneficial in more ways than one. Perhaps 
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EXERCISES. 


this is one reason why you have physical drill and recess 
periods. We must, of course, guard against making these 
recreation exercises the end rather than the means. 

On this page are shown a few suggestiom$ for such ex- 
ercises in Writing. It is not meant that you should merely 
copy the work shown here, but that you should modify it, 
and even originate other designs as was suggested to you 
on page 29 in this book. 


In Fig 256 you will notice a convenient method of 
drafting out a design. It is advisable to use a pencil, ruler, 
and compass for making the’ framework. Make very light 
pencil lines. These may be erased after the design has been 
completed. 


In Fig. 257 is shown a completed design which was done 
according to the plan here outlined. In doing this work 


the two important things to be kept in mind are position 


and movement. Keep moving your paper so that all the 
downward strokes come towards the centre of the body. Re- 


member that this is not writing, but using these designs with 
discretion should help you to develop free muscular move- 
ment, and a light touch. In addition they provide a pleasant, 
interesting change from your ordinary writing work, and 
that is the chief reason why the Author is suggesting their 
use. If you work out an original idea which you think is 
a good one, or even if you use the designs suggested in this 
book, have your teacher send your work to the Author. Use 
black ink for any work sent, so that it may be photo-en- 
graved. Send your name, age, and grade, and the name of 
your teacher, school and province. 


THE “LOOP-START’? CAPITALS—M, N, H, K, W, X, U, V, Y¥. Q, Z. 


= (mim CD (CT 


With today’s lesson we commence practice on a new 
group of capital letters—the loop-start group. This family 
includes M, N, H, K, W, X, U, V, Y, Q, Z—eleven in all. 
Notice that they all commence with an indirect loop. After 
you have once learned to make this loop well in one letter, 


LUM) 
you can make it well in them all. Always commence lessons 
on these capitals with some right-oval exercises. Try the 


right-oval extension as shown in this line. See that you 
get the forms nicely rounded. Count 12. Metr. 192 to 208. 


/ 


(os 


This is a good specific drill to develop this loop start and 
downward stroke of the M. Study it closely and try a few 
imaginary forms with a dry pen before writing it on paper. 
See that your pen is moving rightward and downward when 
it touches the paper. Retrace this loop counting 6, then 
swing well upward and to.the right, bringing the downward 
stroke on the main slant with a standing finish on the base 
line on count 7. Do your best to leave a wide space between 


adit 


the loop and the downward stroke, and bring the latter on 
the main slant. Try this drill several times across the line, 
making each one a little better than the preceding one. Then 
try the next drill shown—first the tall, retraced form; then 


the one-space exercise. Count 2. 1 for the loop, and 2 for 
Se tak stroke. Flying start, standing finish. Metr. 200. 
e e 


Are you helping to bring the High Honour Diploma to your class? 


260 


261 


If you examine the M in the next plate you will see by 
the dotted line that the top of the letter diminishes in height 
towards the right, that the tops are rounded and the bot- 
toms sharp, and the upward stroke retraces the downward 
stroke for about one-half its length. The purpose of the 
drill shown on the above line is to develop these particular 
points. Do this exercise with a free push-and-pull motion, 
letting the height diminish as you count from 1 to 12. Set 


Now you are ready to try the M. Study the large form 
very critically. Notice the loop start, the downward strokes, 
the retraces, the rounded tops, the slight curve towards the 
left in the last downward stroke, and the tapering finish 
below the base line, and towards the right. When you un- 
derstand exactly the motions your hand should make in 
writing this letter, shut your eyes and write a few imaginary 
large forms. If you can do this without any mental effort 
and with a free movement, you are ready to use pen and 
ink. 


Try to Win a MacLean 
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the metronome about 192, and endeavor to keep your motion 
up to that speed. 

If your paper is held on the proper angle; if you move 
it to the left, as indicated; if you are holding your arm 
at the proper angle with the paper, and your penholder in 
the correct position; and if your downward strokes are made 
towards the centre of your body, your work should show 
the correct slant. Study the headline. 


NUMARAN A 


Write a few large forms on paper, then try them at the 
proper height, which is the same as for other capital letters; 
viz., three-quarters of a space. Count 4, as indicated above. 
Metr. 184 to 208. Rate 35 to 40 letters per minute. 

Another method of ending the M is shown in the latter 
part of line 262. This form is often used when the M 
is followed by a small letter, particularly if that letter com- 
mences with an underswing. In making this form take care 
to haye the last stroke nicely rounded at the base line, but 
do not let it curve towards the left. 


Method Writing Certificate. 


oe 
Neary. Mary. Mary. ary. Navy. lary 
263 Supplementary Words :— WPA VIA) age 


» NAAR AMET ALA ZA Ht AM 


This is a word which you may be writing quite often. 
Notice the two ways of writing M, as shown above. Note 
the distinction in the third downward stroke. Write the 
word Mary about 6 times to a line, and at the rate of 
20 to 25 words a minute. Count M-a-r-y. 


In the list of supplementary words you will find words 
and abbreviations in common use. Write each of these 
several times. The optional form of M shown is made with 
a dot or check start. 


265 gees poe tet Pe hace ENE K YY ease 


This is a good motto. It applies to all phases of your 
work, but of course we are thinking just now of penman- 
ship. Try to write this line throughout with forearm move- 
ment, and with one dip of ink. Before commencing to write 
any sentence make sure that you have enough ink on your 
pen to last throughout. If you have developed a light touch 
you will not use much ink. Later on in your course if you 
wish to write a heavier line, you should secure a No. 3 nib, 
which will give the desired effect without any more press- 
ure, for as we said before, the thickness of the line in writ- 
ing is determined, not by the pressure, but by the coarseness 
of the pen nib. 


In writing this sentence watch your spacing between 


letters and between words, for no matter how well you make 
your individual letters and words, your writing will not 
present a good appearance if the spacing is badly done. Let 
us repeat the rule once more. Can you shut your eyes and 
say it? Better still, can you open your eyes and put the 
rule into practice in your every day writing; for you must 
remember that these writing rules should apply to all the 
writing you do, and not to the penmanship period only. 
This is the spacing rule. The spacing between letters in a 
word should be greater than the spacing between the indi- 
vidual strokes of a letter; the spacing between words in a 
sentence should be greater than that between letters in a 
word; the spacing between sentences should be greater than 
that between words in a sentence. 


Patient Practice Produces Practical Penmen 


266 


After your lesson on the M, you should not have much 
difficulty with the N, although it is perhaps a little more 
difficult to make. That may seem strange to you, but try 
it and see for yourself. Notice the difference between the 
second stroke of the N and the second stroke of the M. The 


AMARA PW 


loop start is exactly the same. You will do well to practise 
the specific movement exercise shown in line 259. Two 
methods of ending the N are shown in this line. Try both 
of them, and select for your use the one you prefer. Count 
1, 2,3. Metr. 176 to 208. Bell 4. Rate 45 to 50 per minute. 


267 Vb el LiPo di lntesepee J Veh tov Vel sore 
*°8 Supplementary Words — MatiAL Woy the Moore 
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Study the word shown in line 267, and motion it without 
writing. This will provide a good movement drill and prac- 
tice on the capital N. In the word Nelson, keep N and | the 
same height, and the s a little taller than the e, 0, or n. 
Make a good finishing stroke to n. 


In writing the word North you may either finish the N 
below the base line and lift the pen to commence the 0, or 
connect the N with the o by means of a double curve. The 
latter plan will require much practice. 


Read this line and think of its meaning before attempt- 
ing to motion or write it. Your wrist should be at least 
high enough to slide over a blotting paper without touching 
it. 

Write this line once or twice across the page, with a 
good muscular swing, then pause and criticize your own 
86 


work. Is it improving? If not, you must decide for your- 
self the reason. Decide also what you must do and then 
do it. Never under any conditions say “I can’t,” for “can’t” 
is dead and buried. 

“The man who misses all the fun, 

Is he who says ‘It can’t be done’.” 
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The H is not very difficult to make, but there are some 

points about it which demand special attention. Notice 

that the first stroke is slightly different from that of the N, 

and the M—the loop is similar, but the downward stroke 

curves slightly towards the left, instead of being on the main 
slant, as in the N and M. Many excellent penmen make 


Va 
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The large form will speak to you if you look at it 


closely. You do not need to ask it any questions. The 
arrows, dotted lines, and numbers tell the whole story of 
form and motion. When you understand this story, see if 
you can tell it yourself by writing the letter. After you have 
tried it a few times, compare the ones you have made with 
the ones in the Manual. See wherein they differ, and do 
your best to improve yours. You will notice ‘that the second 
downward stroke of the H is the same height as the first 
stroke. It is sometimes made a trifle higher. Either form 


CO DT ae 


this stroke the same in all these letters, and you would be 
quite justified in following their example, but before you 
make a decision try the form shown here. Perhaps you will 
like it. If so, you are welcome to use it. Some good move- 
ment drills are shown in the above plate. They are all old 
friends and require no explanation, but it is difficult to re- 
sist the temptation to repeat once more—use arm movement. 
In the third and fourth lines notice the slight leftward curve 
of the down stroke. Pause on the base line. 


is permissible. Notice the graceful curve at the top of this 
stroke. There is a slight pause at the base line. The pen 
is then carried to the left, making a loop which touches the 
first downward stroke and finishes upwards and to the left, 
crossing the second downward stroke. Use a flying finish. 
It will not be at all serious if this loop should cross the first 
downward stroke of the H for a short distance, but it should 
at least touch it. Never leave a gap. Count 4. Metr. 
184 to 208. Bell 3. A good count to use is Bell, 2—Bell, finish. 
Rate 30 to 35 letters per minute. 
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Now we must get some practice on our new letter. 
Helen is an easy word to write. Study the form shown 
above until you can look away from the Manual and write 
a line of this word. Write it about 5 times to a line, 
and see how many times you can write it in a minute. Watch 


the loop letters and the finishing stroke. Remember the 
advice given you some time ago, “Always loop an e.” An- 
other method of connecting H with the following letter is 
shown in the supplementary words Howard and Hygiene. 
This is a little more difficult and will require more practice. 


Study the sentence shown above. Motion it several 
times, then write it. Use muscular movement and a light 
touch. Notice the new form of g. This is often used as a 
final form in business writing. It is not so long as the re- 
gular form and ends with a standing finish. This form is 


also used when g precedes a letter commencing with an un- 
derswing. This is more rapid, and perhaps looks better than 
a double curve connecting stroke. See a corresponding form 
of y in Cut 342, page 103. 


RMU MYM UMM EB 


ere form of H is shown in this plate. This form 
differs from the one shown in plate 275 in the first downward 


The initial loop and first downward stroke of the K 
are identical with those of the N and M, and the optional 
form of H. It does not present a good appearance if curved 
back like the first form of H shown. Try the movement 
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stroke only. This stroke is made on the main slant, as 
shown. 


Practise this form and use the one you prefer. 


Ves bam 


Study the markings on each one 


drills shown in this line. 
Use a standing finish 


before you commence practice on it. 
in each of the last two drills. 


a 
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7 Keefe your mind a7 


¢ 

Notice the similarity between K and H. The loop start 
and downward strokes are alike. The second downward 
strokes commence the same, but in the K a double curve 
is made with a small loop resting against the first downward 
stroke slightly above the centre. This stroke finishes down- 
ward with a double curve and flying finish. The lower part 
of the K is similar to the lower part of the R. Turn to page 


KKK IK ICH 


62, line 172, and compare them. Practise this letter with 
a finish as shown, until a free movement and a good form 
are developed. Count 4. Metr. 184 to 208. Bell 6. Rest 
the hand on count 3 and commence the second downward 
stroke on 4, or set the bell at 3 as for the H. Make K’s at 
the rate of 30 to 35 in a minute. 


283 Za a 
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Practise the words shown. In writing Kamloops, notice the relative heights of thé letters K, l, 0, p, and s. 


In writing this sentence, keep your mind on movement, 
position, penholding, form and spacing. Take a speed test 


VW 
eo waa ie 


in writing this line. See if you can write it well 4 times 


a minute. 


LOOP-START CAPITALS—W, X. 
This is another loop-start capital. The first downward 
stroke is the same as in H. You will remember we used it 


in the first form of H shown. Practise the movement drills 
shown in this line. Try a few lines of each until you can 
do them well. Stop on the base line in the last two drills. 
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You will recognize this drill as almost identical with the | higher. Count 7 for the retraced drill, and 2 for the latter 
one used for t. Notice, however, that the finishing stroke is | one. Curve it nicely with a flying finish. 
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Study the large retraced form until you understand 
every stroke and the motion by which it is produced. This 
is the form of W used by practically all the best penmen. It 


H and X, to which is added a slightly modified final t. Make 
a pause at count 2. There should not be any retrace in any 
part of this letter, neither should there be any loops, except 


the loop-start. Count 1, 2, 3, and 4. Metr. 160 to 200. Bell 
4, Rate 40 to 50 letters per minute. 


is not nearly so difficult as it looks, for there are no new 
strokes in it. It contains only the loop-start stroke of the 


289 Supplementary Words :— LZ WUtey Weed 4- 


the p extends upwards one-half space. Write the word four 
times in a line. Do not forget to put some time on the 
supplementary word practice. 


Separate the letters well in writing Winnipeg. Notice 
the two n’s between the two i’s. This is a difficult com- 
bination. Practise i-n-n-i separately, then write the whole 
word. See that the lower loops are the same length and that 


All capital letters are the same height—three-quarters of a space. 
90 
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The advice given here is timely. See that your body that you have enough ink on your pen to write the sentence 
is in a good position before you attempt to write this sen- through, pausing only to swing from one word to the next. 
tence. Study form, connecting strokes, and spacing. See 


(Tim, 2 OD DIDIIID?I 
Mees OS eee OC 6 OOS 


How many words do you know that begin with XP It side.down and the letter looks just the same. That will be 
is not a difficult letter to make. The first stroke is the same a good test for you to apply when you have tried making 
as that of W and H, and is just a large inverted 6. The the X. Spend a few minutes on preliminary two-space drill 
other stroke is a large 6 right side up. Turn your book up- and one-space work as shown here. 


293 é 

Notice that the strokes of the X do not overlap but just teacher know it. Teachers have enough troubles of their 

meet. _You may not be able to get this correct at first, but | own. Count 1, 2, 3, 4. Metr. 184 to 208. Bell 3. Rate 30 

you will gradually gain more control. Keep on trying and | to 35 letters per minute. A good count with bell at 3 is 
smiling. If you ever become discouraged do not let your Bell-1, bell-2. 


2904 ea ‘em, Ci oy Bef GP? gy 


a a | . A ores - a 
Who was Xerxes? Not many words commence with letter but it is a difficult combination and does not look 


capital K. This capital may be joined to the succeeding any better than the way it is written here. 
91 
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» NAULKUN SG 


This plate provides for a review of the first group of 
the Loop Start Capitals. Study and compare the forms 


OWVDOOOQHVGAIVDY 


¢ 


OOCe 


MRUEKUE 


shown here. Practise until you can make them well. 


Sy yy AEE 


THE LAST OF THE SMALL LETTERS—q, f. 

With today’s lesson we commence a study and practice 
of the last of the small letters, q and f. Notice the lower 
loops. They are the same in both letters—also the finishing 
strokes. For a movement drill, alternate the push-and-pull 
with the oval, as shown. Use a light touch and free gliding 


m4 
pe a 


movement. 

The second drill is a familiar one, and you know its 
purpose. Aim to produce a main slant downward stroke 
without making a sharp angle at the bottom. Do not make 
a loop at the base line. Finish like an a. Count 7. Metr. 
184 to 208. 


, A FFT GIG GIP TTR 


The q is an a with a lower loop attached. The portion 
above the base line is one-quarter space, and that below is 
one-half space. Make a few of the large forms, then reduce 
to correct size as shown. Do not make a loop before the 


swing finish. Count 3, Bell 4, for the letter, and 7 for the 
group drill. Metr. 160 to 184. What kind of @ connecting 
curve is used in the group drill? 


Practise Penmanship in Proper Position. 
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300 Supplementary Words :— en one se ce PEC 


What letter always follows the q? This is an easy word | the supplementary words you will be writing q in the middle 
to write. All the connecting strokes are simple curves. In | of a word. Notice the connecting curves. 


~ 
_ 


301 | 
fj 
302 
SS Se 
- 

We have left the letter f until the last of the small the two-space drive-and-return exercise as shown, using a 
letters. It is difficult to make with freedom because of its free, elastic movement. See that the slant is correct. Next 
length. It extends three-fourths of a space above and a half practise the 1 and q and spend some time on the last exer- 
space below the base line. It is a combination of 1 and q, cise. It is a good one for developing free movement and a 
and should always contain all of an i but the dot. Practise straight back for the f. Count 7. Metr. 184 to 208. 


Good Writing is an Achievement, Not an Accident. 
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E44 44 404 40F 


303 

cide where you must improve the form. Get a clear mental 
picture of the correct form. See that you are using the 
This is the last of the small letters, as we have said. Let correct movement. Sit in the proper position. Adjust your 
us study it very carefully before trying to write it. Examine paper and penholder and try another line. Each line should 
the lines and figures on the large form. Look for the l, the be a little better than the preceding one. Count 1, and 2, 3. 
q and the i. Study the proportions, the loops, the starting Metr. 160 to 184. Bell 4. Rate 40 to 45 letters per minute. 
and finishing strokes and the count. Then try a line of f’s Count 1 for each letter in the group drill, or count 1 and, 
the correct size. Stop and examine the form closely. Put 2-3 and4, 5 and 6, 7. Keep the down strokes straight but 

lines on your f’s as are put on the one shown here. De- nicely rounded at the bottom—not angular. 


fitir fetee F464 F4 t 


305 Supplementary Words : og if 


The word fluffy will require much practice. You may | easier practice, but return to the type word shown and do 
have difficulty in writing it. Try the words, of and if for your best to write it well, using muscular movement. 
306 Cuery ee ee es of aetifcl friectiee’  COCCILLS. 
Write several lines of this sentence. Notice it says If a v you apply, 
careful practice. Careless practice is never of any value, You will then have a y. 
and is only time wasted. Turn a y upside down, 
LOWER LOOP SMALL LETTERS. And an h comes to town. 
The lower loop letters you see 3 Make a loop to the right 
Are j, g, y, Zz, and p. And see q, as in quite. 
Add an a to the j, Now the only one left 


And a g you will see. Is the tallest—the f. 
94. 


THE “LOOP-START” LETTERS—1U, V, Y, Q, Z. 


307 JW) DOOCO?P Wy 


We are now entering upon what you might call “the 
home stretch” of the alphabet. We are near the winning 
post. Do you know what letters we have yet to learn? 
We can hardly expect you to answer that correctly. There 
are now only five letters left, and they are all capitals—the 
last members of the “loop-start” group. You will notice 


A 


they all commence with the indirect loop. 
Our first lesson will be on the U. Spend a few minutes 


308 


| 
them on this page the U, V, Y, Q, Z. You will notice that 


Examine closely the large form of U shown here, until 
you can close your eyes and picture form and motion quite 
clearly. Make the necessary motions over your paper with 
your eyes closed. Using the same motion make a few of the 
large forms. Then make about a line of U’s the proper 
height—three-fourths of a space. Now stop writing, and 
select the best form you have made and compare it with 
those in the Manual. Compare the loop start, the first 
downward stroke and the finishing stroke. You will know 


Z F dog 
AAAA AAAAAA ss 


a sa ~~ 
a a Q ae £5, 


today on a two-space “warming up” movement drill. Then 
try the one-space exercises as shown here—a line or two 
of each. Study the forms given above with their markings, 
and understand the purpose of each drill before working on 
it. In the second and last drills, notice that the last down- 
ward stroke is not so high as the first, that it retraces the 
upward stroke about half its distance, and finishes below 
the base line with a flying finish to the right. 


YUUUAL 


wherein you have failed to produce good form. Try to 
correct your errors, but never stop to draw the letter. No- 
tice the last form in the line above. You will remember 
that finishing stroke, for it was given as an option in several 
letters which you have learned. Can you remember them? 
In this form be careful not to make the last downward stroke 
angular at the bottom? Count 3. Metr. 160 to 184. Bell 4. 
Rate 40 to 45 letters a minute. 


Try to improve your penmanship. Be your own competitor. 


i Unto Moni rez heer Fa here Ureégne 


310 Supplementary Words :— lrechs Cae 


After you are able to make the letter U fairly well, prac- 
tise the words as shown. Write the word Union about 5 
times to the line. Study the word before writing it, and be 
quite sure as to how each stroke and curve is formed. No- 
tice that the first n in Union commences on, or slightly be- 


low, the base line, and very close to the last stroke of the 
U. In writing a word, do not leave too much space between 
downward stroke of the capital letter and the initial stroke 
of the small letter. Write a few lines of each of the supple- 
mentary words as shown. 


: Te a ee Ahad 


not necessary for you now. Let us hope not. It is a good 
sentence for practice, however. Write a few lines of it and 
see how well you can do it, using muscular movement. 


You have read this sentence or one conveying a similar 


Again our sentence copy gives us good practical advice. | 
thought, several times in this book. Perhaps this advice is | 


Counk 7 ; 
MMM le Ue YY, 


This lesson is on V. Practise a two-space movement | about the finishing stroke. Hold your pen lightly. Keep 
drill as usual. Then try the drills shown here—one or two | your thumb still. Slide on the finger nails, and put plenty 


312 


lines of each. The main purpose of the last two on the line of swing to the movement. Make a full line of each drill— 
is to develop a good loop-start. Do not worry very much not part of one and part of another. 


The Best Penmen Write With Forearm Muscular Movement 
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313 


A large form of V is shown above. Study it carefully. 
See the arrows, numbers, and dotted lines. Now close your 
eyes. Can you still see it? Notice the starting loop, the 
large gap between this loop and the first down stroke, the 
rounded base and the nicely curved finishing stroke. Notice 
that the space between the downward and upward strokes 
is a trifle narrower near the top than at the bottom. The 
upward stroke is curved slightly towards the left and then 
finishes to the right with a flying finish. Observe that this 


GMLPQPP GD OU OY 


finishing stroke does not go quite so high as the starting 
stroke. When you have all these points clear in mind and 
can motion the letter without any mental effort you are 
ready to try writing it- Write a line or two using your best 
style of arm movement and then stop to examine your work. 
Put the usual tests to it and if you are not satisfied with 
the result try again. Count 2. Metronome 138-168. Bell 
3. Rate 45 to 55 per minute . 


315 Supplementary Words 2— 


Te 


_ Do you live in Victoria? Whether you do or not, this 
is a good practice word. Study the copy before you and 
then write this word about four times on each line. Do not 
look at the Manual until you have written your line, then 
stop and compare. Notice the four different heights of 


LL 


letters in Victoria—the minimum letters, the r, the t, and 
the V. When you are able to write this word well take a 
speed test and see if you can write it about 15 times a min- 
ute. Use muscular movement. Spend some time also on the 
supplementary copies. 


= Caterer ids ety SE ee Oe 


Write this line several times. Watch particularly the 
formation of the capital letters, and aim for uniformity in 


size, slant, and spacing of letters and words. You should 
be able to write this sentence 3 or 4 times per minute. 
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Za 


We have just three capital letters left. What letters 
can you see in Y? You have already learned how to make 
these two letters, so you should not have much difficulty 
with the Y. Try your usual two-space drill, then one or two 
lines of each of the one-space exercises shown in Plate 317. 


~ 


The large form of Y shown above explains itself. See 
the U and j init. Do you understand the markings shown? 
Follow the usual procedure in carrying out the work of this 
line. Keep the last downward stroke straight, and finish it 


through the base line with a flying finish. This letter ex- 
tends three-quarters of a space above and one-half a space 


YJ 


The motions, count, and form are all shown quite clearly. 
Keep the top of your desk clear of extra books, etc. Sit in © 
correct writing position, and let, your arm move on the 
muscular pad. 


YY FEY EF 


below the base line. Do not make a sharp turn at the bot- 
tom. What other letters are as long as this one? Try to 
keep the long stroke of this letter on the main slant, just 
as you did the small f. Count 3. Metr. 160 to 184. Bell 4. 
Rate 40 to 45 per minute. 


0 Your Your Yoo Your Your 
Gate Yarrow 


you must make a double curve. This is more difficult, and 
requires more practice. 


320 Supplementary Words :— 


This is a word which you use very often. Try writing 
it several times and see how well you can do it. The curve 
from the Y to the o is a simple one, but from Y to e in year 
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Yoee cha llc te cit he pre dore 


In this sentence you will notice some difficult letter | closely your starting and ending strokes. Think of what 

combinations. Be careful in forming the loop letters. Watch you are writing, and let the hand act it. 
=O) (OUD (PPro. = ok 

This is the last letter but one. It is not very commonly veloping the double curve finishing stroke. Do not use any 
used, but you must learn to write it well. After your usual separate motion of the wrist in this exercise. Let the elbow 
“work-out” on two-space exercises, try the movement drills act as the hinge and imagine that the whole of the forearm 
shown in this plate. Observe these closely. You will with the wrist and fingers consists of one solid piece. Keep 
understand how to do them and the motions and count the top of this loop rounded like the bottom. 


used. The last drill on the line is especially helpful in de- 


4 
] The Q is shaped somewhat like a large 2 with a loop. curve flying finish below the base line. There is no check 
study the above form, and motion over it several times with in the motion throughout. Count 3. Metr. 200. Bell 4. Rate 
a dry pen, then write it for yourself. Watch particularly 50 to 60 letters a minute. 


| the loop-start, the loop at the base line, and the double 


aN 
a y 

| 324 eo Lo Le Ae eet Spe 
Z 
, 325 - Supplementary Words :— eo pe, 1 L) ciate 


7 Write several lines of the words shown here. The Q is | if you wish, but it is a rather difficult connecting stroke and 
always followed by u in a word. You may join these letters | does not look as free as the form shown here. 
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* clehctty it the afta Raccbae 


Write a few lines of this sentence and then try some of commence with Q. Study the finishing strokes of the words 
your own composition if you wish. Not very many words in this line. 
" OCD Sie mee 7 7 
The Z is the last letter in the alphabet. It is also the forth a little extra effort on this last letter. We have left 
last lesson on individual letters—at last. You should put it purposely until the last, because it is very seldom used, 


and is a difficult letter to make. Several good movement 
exercises are shown in this plate. Study these, and practise 
a line or so of each, then proceed to plate 328, 


aa (AES Ro: 


Study the proportions of the Z. It is another of the long baseline. Count 3. Metr. 160 to 200. Bell 4. Rate 40 to 
letters. It is made without any check in the motion. See 50 letters per minute. 
that the last stroke crosses the downward stroke at the 


330 Supplementary Words : ac fia peek 


How many words do you know commencing with Z? completed our lessons on the alphabet and figures we shall 
There are not very many. Try the ones shown here. In give you a few extra lessons on useful, practical work, in 
the word Zanzibar, notice the similarity in the lower loops 


penmanship before completing the book, These lessons 
of the Z and z. In the words Zealand and zeal a double | follow immediately, ‘ 
curve is used in joining the Z to the e. Now that we have 
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832 SSE SESS SE SIS ELSES SE ESIEEE SEB LESS ELSES EBES SF 


PSE EEY KEELYEYLY LYYYYEYLY ELEY ELEY LEWELY 


ee A THEA 
% Anh pApAnpphgpptphpph hdd 


Se ee ee ee ee Ne 


aan IO 5 SO SFP BPS SFP GLP EDP Pa S59 SIP Ig OD 


339 “ZL. SAK en a an 77 oD PE 2S” AE SE GU eT - FG 


Practise the business forms shown in lines 381 to 339. 
Make them as shown here, using a free arm movement. All 


these forms are frequently used in your arithmetic lessons 
and in business life. Do this work legibly and rapidly. 
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aypings for Study and Practice 


ez SMALL LETTERS 
ile NG ae ae 
342 Aten m eae “Be Laps rd tia 


HALF SPACE LETTERS LOWER L00f a 


Bet tidfo YoY $f 


ak Eur RETRACE FINISH S/M/LAR LOWER 
Lo0PSs 
: L es 


The best penmen write with Forearm Muscular Movement. 
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Sa 


[Cc 


c 
73 ft. 6 in. by 4 ft. 4 in. 


SS 
YY 
\ 
On 
‘S 
LY 
SFX 
‘ 
NE 


Ye 


Ye 


a 


SBS 2B|NAY 
26S 26S | HB 
LOS Zo 

i‘ 


ee aA 
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the spacing regular. Us* 
the correct speed. Sir 
capital or small lette 


These are interesting exercises. They are rather attrac- 
tive, and provide good practice in spacing. Make the hor- 
izontal rows first, alternating the letters as shown. Then 
turn your paper crosswise and write in the spaces. Keep 
102 


wated Groupings for Study and Practice 
AER Se 


SMALL LETTERS 


2TING STROKE 


STARTING STROKE 


BOC LEGaalIe Ss VIAL SFAGE LE THERS LOWER L007 LETTERS 
Drive A” GROUP RETRACE FINISA S/IM/LAR LOWER 


Ex 7 Lig eg a GH 


The best penmen write with Forearm Muscular Movement. 
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VXI® YS een 
RIRIRYS OOF 


the spacing regular. Us 
the correct speed. Sir 
capital or small lette 


These are interesting exercises. They are rather attrac- 
tive, and provide good practice in spacing. Make the hor- 
izontal rows first, alternating the letters as shown. Then 
turn your paper crosswise and write in the spaces. Keep 
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Suggested Groupings for Study and Practice 


SMALL LETTERS 


UNDERSW/NG STARTING STROKE 


345 vepeR LooP LETTERS HALF SPACE LETTERS LOWER L00P LETTERS 
THE A” GROUP RETRACE FINISH S/M/LAR LOWER 
LOOT, 
The best penmen write with Forearm Muscular Movement. 
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Count __$._-—— | 


i | LOOKING AHEAD—A ety \xeixnt — 


| 
| 3 per 
xte 


spee 


[ / . ae 
Dear Girls and Boys: ||” . | i 0s | 4 
A, Gi | 
You have now completed the lessons in this Senior 3 haa 3 
have completed your training in writing, however. es \ ear aoe 
vour school course, you will still continue your penmans oe 5 a 
expert than you are now. 2 | 


as a guide to your practice work in Penmanship. Youre 4 
but you should find it easier year by year. Perhaps you 
of the High School. If so, the Author will meet you there.| yy, 
letter forms and new material for practice in the Commercial tee, 
Muscular Movement Writing. 


Perhaps vou intend returning to Public School ne fa | Pee 


Se «50 


Whether you return to Public School, enter High School or Busines | 


the business world, do not neglect your penmanship. As we told you before, a 2 eae , 
ing is one of the most valuable assets you can have in life. 184—208 | 


Ask vour teacher to forward specimens of your penmanship to the Author, so1—208 


receive a MacLean Method Writing Certificate if your work is up to the required standar*\~ 


best and help your class win the High Honour Diploma. 
Wishing you every success in the future, | remain 


Yours faithfully, 


Metronomic | Bel 
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